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Workforce Administration Manual

Effective Dating

The Effective Date indicates when an action or event is in effect or valid. Each employee record is effective dated.
PeopleSoft is designed to automatically perform certain functions based on the Effective Date. Effective Dating provides a
mechanism for determining if a transaction is current, history, or future.

Some pages will display the word Current, History, or Future so you can always tell what type of transaction you are
viewing. Every action taken on an employee will have an effective date. Because we have been in production for multiple
fiscal years there may be more than one record associated with an employee. Future dated actions may be in the system
but PeopleSoft does not act on that information until the actual day of the effective date.

Current: Closest to but not exceeding today's date.
Future: Greater than today's date.
History: Prior to current date effective date.

Note: It is very important to use the correct date for new hires, rehires, and terminations as these dates impact
benefits and compensation.

Multiple Actions
It is necessary to use Effective Sequencing when more than one action occurs on the same Effective Date.

Example 1:
STEP 1: When an employee acquires a new dependent, the first entry (sequence 0) inserted into the Action/Reason fields
indicate the action of Paid Leave of Absence with a reason of (FML) Paid FMLA Use Accrued Time.

STEP 2: To enter a second event on the same effective date, click the Add A Row button to insert a new row. The second
entry (sequence 1) inserted into the Action/Reason fields indicate the action of Family Status Change with a reason of
(ACI) Acquire Dep Eff on Event Dt.

Example 2:
STEP 1: When an employee is promoted within their own agency, the first entry (sequence 0) inserted into the
Action/Reason fields indicate the action of Promotion with a reason of (PSA) Promotion - Same Agency.

STEP 2: To enter a second event on the same effective date, click the Add A Row button to insert a new row. The second
entry (sequence 1) inserted into the Action/Reason fields indicate the action of Pay Rate Change with a reason of (GSA)
General Salary Adjustment.

Position Data Override
This feature is most often used in positions utilizing an underfill system. An underfill system is when an employee must
work and/or train to meet a position's job code qualification requirements. For example:

1. An Accountant 1 position has a job code 002RAL.
2. An Accountant 2 position has a job code 002RAZ2.
3. If a candidate is hired as an Accountant 1 (job code 002RA1 ) but needs additional training to meet the position's job

code qualification requirements, the employee will be hired by the Accountant 1 position control number (PCN) located
on the Work Location tab.
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4. However, the job code number on the Job Information tab represents the job code qualification requirements of an
Accountant 2 position (job code 002RA2) until the employee fulfills the qualifications of the Accountant 1 position.

The Position Data Override feature located on the Work Location tab may be used when the underfill position
information (Accountant 2) differs from the defaulted position information (Accountant 1). The position information on
the Work Location tab is established by the position control number (PCN) in the Position Number field. The PCN
represents an individual position established by the job code qualification requirements (Accountant 1).

Clicking the Override Position Data button on the Work Location tab changes the button text to Use Position Data
activating the Use Position Data function allowing the underfill job code (Accountant 2) to be entered on the Job
Information tab.

The following fields on the Job Information tab may be changed as necessary:

- Job Code

- Full/Part

- Standard Hours

-FTE

Do not click the Override Position Data button if no data is actually being overridden.
After entering the override data, you must save the record with the Use Position Data button still displayed. This
indicates that underfill position information (Accountant 2) on the Job Information tab differs from the position

information (Accountant 1) on the Work Location tab. This information is needed for reporting purposes.

| MPORTANT: Never turn on the Position Data Override feature if none of the job information is different.

New Employees and Employee Rehires

Hires and rehires for agencies are required to apply to job postings in eRecruit. The selected candidate(s) will be prepared
for hire in eRecruit and will appear on a Manage Hires list. The Manage Hires list will utilize application profile
information to establish the workforce administration biographical and job data records.

The use of eRecruit is at the discretion of the Hiring Manger for job bank exceptions, Quasi agencies and elected officials.
Establishment of a requisition in these instances will allow the candidate to be tracked in eRecruit and appear on the
Manage Hires list.

Employee job data records are established from information provided on a Personnel Payroll Action Form (PPAF). A
sample PPAF form and instructions for completing the PPAF can be located in the Supplemental Materials section under
the Workforce Administration lessons. The supplemental documents are titled Personnel / Payroll Action Form and
Filling Out the Personnel Payroll Action Form (PPAF).

Do NOT click the Save button when entering biographical or job data record information until ALL record data has been
entered.
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Rehire in Manage Hires

Procedure

Windows Internet Explorer

PRI
E o 18 |8 ][x] [Fen [2]:]

Fle Edt View Favorites Took Help

i Favorkes |4 2 ELM £ PSHR ) Oracs PeopleSoft Enterpris... 2 Myshare [ Find a Person 2] Find Incidenks 2 SPD Trairing 2 | SOIHR, ELH, and PORTAL ... 2 | Sugaected Skes =

{8 Employse-Facing regitry content

B v B L e Page s Sefety v Todse @v 7

| Workist | AddtoFavertes | Signout
Favgriies  Man Menu

Persanalize

Content | Layout

Top Menu Features Description =] [important information

Our menu has changed! Effective Wednesday, May 18
The menu is now located across the top of the page. Click on Main

All centralized agencies will be able to
enu to get started

utiize a new number for FMIL calls
answers to your Family& Medical Leave
Act (FML) questions can be accessed
through one phone number.  No longer will
you need to search for the name of
omeone to ansvier those FIL questions

Highlights

Recently Used pages now
appear under the Favorites
menu, located at the top left

Pick up and dial State Personnel's FIvL
central number: 317-234-7955

At the close of business on Tuesday, May 17, the phone numbers of the SPD
FIL specialists will be disconnected and all calls will be routed to the new

Breadcrumbs visually display B e oyt yase
number; 317-234-

your navigation path and give you
access to the contents of
subfolders Having the ane phone number will allow SPD to provide enhanced customer
seniice with a single point of contact

Menu Search, located under the fesan ErelmeEE=tn
Main Menu, now supperts type
ahead which makes finding

pages much faster

There are curently no open benefits events to display.

o B 73 [~ [Ron - /

|| @ employee-facing regi... D9 223Pm

s [ @ EEOY

Step Action

1. Click the Main Menu link.
Main Menu

2. Point to the Personal Information menu.

3. Click the Manage Hires link.
| [£] Manage Hires
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{2 Manage Hires - Windows Internet Explorer
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Home | workist | _Adatoravortes | Signout

Favgrtas  Main Menu > VWorkforce Administration > Personal Ipformation > Manage Hies
B NewWindow ? Help [& Customize Page B http

Manage Hires
“The following Hire Transactions are ready to be processed. Select a Transaction by Name to start the process.

“Select Transactions Where: Start Date -

From: 051122012 [ To:  [10/02/2011 5 Refresh

Select [StartDate  Status Hame PersoniD  Type of Hire Source Submitted By
I |09122/2011 |Requested |Karen Dunbar 10000042912 Transfer Reciuiting ~ Sherry Stolls

SelectAll  Deselectéll

Cancel Selected Transactions

N o o e - [Fa~[Rion -

@] | GEIOYE | GO zzim

Step

Action

Adjust the From and To fields to reflect the correct time frame.

Enter the desired information into the From field. Enter "5/12/2011".

Click the Refresh button.

Click the Name link.
essica Wetzel

Confirm the following fields:
Type of Hire: Shows the option Rehire.

Desired Start Date: Indicates the Effective Date of Hire.

Employee ID Verified: If active, click this link to confirm there is not another Employee ID number to

avoid duplication.

Click the scrollbar.

Click the Add Person button.

Add Person
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Step Action

9. Verify the Effective Date field reflects the effective date of rehire.

If the employee's name is incorrect, you can click the Edit Name button to make those corrections. The
employee's name in PeopleSoft should match what is on their Social Security card.

Confirm that the Date of Birth, Gender, Marital Status, Highest Education Level and National 1D
fields are correct.

Click the Contact Information tab.
Caontact Infarmation

10. Information on the Contact Information tab must be effective dated with the employee's effective date
of hire. Remember to add rows to avoid overwriting employee history.

Click the Regional tab.
Regional

11. Verify that the employee's ethnic group is recorded. Click on the Ethnic Group look up button to find
and select the correct value.

Click the OK button.

12. Scroll to the bottom of the page.

Click the scrollbar.

13. Click the Add Job button.
14, The Action field will default to Rehire.
Click the Reason list.
l (Invalid Value) j|
15. Click the Rehire - Replace list item.
|Rehire - Replace |
16. Click the Job Information tab.
Job Infarmation
17. Change the value of the Empl Class field if necessary.
Click the Job Labor tab.
Job Labor
18. The Union Seniority Date field will default to the employee's previous seniority date. This field is

required (by all agencies) or benefits may be affected.

Enter the most recent date of hire into this field.

Enter the desired information into the Union Seniority Date field. Enter "05/14/2011".
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Step

Action

19.

Click the Payroll tab.
Payrall

20.

Confirm that the Pay Group field defaulted correctly.

Click the Compensation tab.
Compensation

21.

Adjust the biweekly compensation rate if necessary. If the employee is hourly, select the appropriate
value by clicking the Rate Code Magnifying Glass look up button.

Click the Calculate Compensation button.
| Calculate Compensation

22.

Click the Employment Data link.

Emplovment Data

23.

The Company Seniority Date is the equivalent of the accrual date. To change the Company Seniority
Date...

Click the Override option.

™ Override

24,

Enter the adjusted accrual date.
Note: for assistance with this field, contact your payroll Specialist at SPD.

Enter the desired information into the Company Seniority Date field. Enter "05/14/2011".

25.

Click the Override option.

™ override

26.

The Benefits Service Date field should reflect the effective date of rehire.

Enter the desired information into the Benefits Service Date field. Enter "05/14/2011".

217.

If appropriate, enter the correct date into the Probation Date field.

Click the Benefits Program Participation link.
[Benefits Program Participation]|

28.

Enter the BAS Group ID into the BAS Group ID field.
Note: a list of BAS Group ID's can be found in the Benefits Manual Appendix.

Click the Look up BAS Group ID button.

=

29.

Click the OFC link.
DF i

30.

Click the OK button.

Last Update October 18,2011 Page 6




Step Action

31.
End of Procedure.

New Hire (Direct)
Procedure

g registry content - Windows Internet Explorer =& ]
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The menu| &3 workforce Adminstraton » 1 Main All centralized agencies will be able to
Menuto ¢ ) gonofie , utiize & new number for FIL calls
. ) answers to your Family Medical Leave
Highlight g Organizational Developrment . Act (FML) questions can be accessed
Set Up HRMS through one phane number. Na longer will
Recenty] &3 Workist 4 ou need to search for the name of
appearur C1 Tree Manager = someane to answier those FML questions
menu, log £1 Reporting Tooks »
3 PeopleTooks » Pick up and dial State Personnel's FIL
5 careens central number: 3172347955
Change My Password
B crange uy Atthe close of business on Tuesday. May 17, the phone numbers of the SPD
B myp zati
Breaden || Iy Personalza ‘;"”5 FML specialists will be disconnected and all calls will be routed to the new
My System Profie FIIL number: 317-234.7955
your navig :
ety (] My Dictonary

subfolder] (5] My Feeds
Submit 3 GMIS Issue

Having the ane phone number wil allow SPD to provide enhanced customer
senice with a single point of contact

Menu Search, located under the [open Enroliment Elections

Main Menu, now supports type

ahead which makes finding
ages much faster

pag There are currently no open benefits events to display

oore [ [~ [Risow -

|@istan| | - @ € 4 © Y5 |[Eremploveetaangresi.

Step Action

1. Click the Main Menu link.

2. Point to the Workforce Administration menu.

3. Point to the Personal Information menu.

4, Click the Add a Person link.
| £ Add a Person
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/5 Add a Person - Windows Internet Explorer 5]
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Add a Person
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Step Action

5. Click the Add Person button.
Add Person

6. Click the Add Name button.

7. The employee's name entered into PeopleSoft must match what is shown on their Social Security card.

Enter the desired information into the First Name field. Enter "John".

Enter the desired information into the Middle Name field. Enter "Q.".

Enter the desired information into the Last Name field. Enter "Doe".

10. Click the OK button.
11. Enter the desired information into the Date of Birth field. Enter *01/01/1976".
12. Click the Gender list.
I Unknown j|
13. While Unknown is an available choice, you must select either Female or Male.

Click the Male list item.

[Male |
14. Click the Highest Education Level list.
| A-NotIndicated =]
15. Click the I-Master's Level Degree list item.

[I-Masters Level Degree |
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Step

Action

16. Click the Marital Status list.
| LInknown j|
17. Click the Single list item.
[Single |
18. Enter the desired information into the National ID field. Enter "111-22-3333".
19. Click the Contact Information tab.
contact Information
20. Click the Add Address Detail link.
Add Address Detail
21. Click the Add Address link.
22. When making corrections to the employee's address, use the correct postal abbreviations. Do not use
punctuation (ex: periods after abbreviations).
To view a list of address abbreviations, go to https://www.usps.com/ship/official-abbreviations.htm.
Enter the desired information into the Address 1 field. Enter "1234 Elm St.".
23. Enter the desired information into the City field. Enter "Beech Grove".
24, Enter the desired information into the State field. Enter "IN".
25. Enter the desired information into the Postal field. Enter "46201".
26. Always confirm/enter the employee's county.
Enter the desired information into the County field. Enter "Marion".
217. Click the OK button.
28. Click the OK button.
29. Click the Phone Type list.
30. Click the Home list item.
[Home |
31. Enter the desired information into the Telephone field. Enter "317-555-1212".
32. State Personnel will be utilizing home and business email addresses to contact employees in the future

regarding important events (i.e. Open Enrollment). Please be sure to collect an email address from as
many employees as possible.

Click the Email Type list.

| |
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Step Action
33. Click the Home list item.
[Home |
34. Enter the desired information into the Email Address field. Enter "jdoe@msn.com".
35. Click the Preferred option.
36. Click the Regional tab.
Eegional
37. An employee's ethnic group is REQUIRED. If the ethnic group is not noted by the employee or the
employee refuses to give this information, use a visual observation to make the best selection. If the
Ethnic Group field is left as Unknown, EEO/AA reporting will be inaccurate.
Click the Look up Ethnic Group button.
38. Click the White link.
39. Click the Organizational Relationships tab.
Qrganizational Relationships
40. Click the Employee option.
41. Click the Add Relationship button.
| Add Relationship
42. The Empl ID number is now available.
Confirm that the Effective Date field reflects the Effective Date of Hire.
Enter the desired information into the Effective Date field. Enter “09/26/2011".
43. The Action field will default to Hire.
Click the Reason list.
I M|
44, Click the Replace Incumbent list item.
[Replace Incumbent |
45, Enter the desired information into the Position Number field. Enter "100654".
46. Click the Program Coordinator 3 object.
IProgram Coordinator 3 |
47. Pressing the Tab key on the keyboard causes much of the position data to populate.
Press [Tab].
48. Click the Job Information tab.

Job Infarmation
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Step

Action

49.

Click the Empl Class list.

| |

50.

Select the designated status of the employee. The most common new hire statuses are:

Orig WT: Agencies with classified employees use this status to activate the six-month working test
probation period.

Quasi: Quasi agencies.

Appointed: Appointed positions.

Click the Orig WT list item.

51.

Click the Job Labor tab.
Job Labar

52.

The Union Seniority Date field indicates the employee's seniority date only. This field does not indicate
membership in a union.

This should be the employee's date of hire.

Enter the desired information into the Union Seniority Date field. Enter "09/26/2011".

53.

Click the Payroll tab.
Payrall

54,

Verify that the correct pay group defaults into the employee's record (example: PYA is Pay Group A and
PYB is Pay Group B).

Click the Compensation tab.
Compensation

55.

If the employee's starting salary is above the minimum of the hiring range, enter the adjusted
compensation rate into the Comp Rate field.

Enter the desired information into the Comp Rate field. Enter "2500".

56.

Click the Calculate Compensation button.
| Calculate Compensation

57.

Click the Employment Data link.

Employment Data

58.

Confirm the Company Seniority Date and the Benefits Service Date fields are accurate. An inaccurate
Benefits Service Date may impact the availability of employee benefits.

Enter the employee’s probation date into the Probation Date field. (The probation date is six months
from the date of hire) An inaccurate probation date may impact the availability of employee benefits.

Enter the desired information into the Probation Date field. Enter '03/26/2012".
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Step Action

59. Click the Benefits Program Participation link.
[Benefits Program Participation|

60. Select the correct BAS Group ID. BAS is the Benefits Administration Selection schedule for the agency.

Click the Look up BAS Group ID button.

=Y

61. Click the Regular Employees Group 1 link.
Fegular Employees Grodp 1

62. Confirm that the Effective Date is correct and write the Empl ID number from the top of the screen on

the Personnel Payroll Action Form (PPAF form).

Click the OK button.

63.
End of Procedure.

New Hire Processed in Manage Hires

Procedure

2 Employee-facing registry content - Windows Internet Explorer = |
(€188 a o = & |[&lf]lx] S ol
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Persanalize Content | Layout
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Top Menu Features Description = [important information

Our menu has changed!

The menu is now located across the top of the page. Click on Main
Menu to get started

Highlights

Recently Used pages now
appear under the Favorites
menu, located at the top left

central number: 317-234-7955

At the close of business on
FIL specialists will be disconnected and all calls wil

Breaderumbs visually display A
number: 317-234-

your navigation path and give you
access to the contents of
subfolders

seniice with a single point of contact.

Effective Wednesday, May 18

All centralized agencies vil be able to
utilize a new number for FL calls
answiers to your Family& Medical Leave
Act (FML) questions can be accessed
through one phone number. No longer will

you need to search for the name of
omeane to answier those FIL questions

Pick up and dial State Personnel's FIvL

Tuesday. May 17, the ph mbers of the SPD

one nur
Il be routed to the new

Having the ane phone number wil allow SPD to provide enhanced customer

Menu Search, located under the [Open Enrollment Elections
Main Menu, now supperts type
ahead which makes finding
pages much faster

There are curently no open benefits events to display.

Dore
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Step Action

1. Click the Main Menu button.

Main Menu
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Step

Action

Point to the Workforce Administration menu.

Point to the Personal Information menu.

Click the Manage Hires link.
| [E] Manage Hires

{2 Manage Hires - Windows Internet Explorer
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Favorites  Main lenu > Workforce Adminstration > Personal Iformation >~ Manage Hires

ENewWindow ? Help [ Customize Page B hitp

Manage Hires
“The following Hire Transactions are ready to be processed. Select a Transaction by Name to start the process.

nage H

*Select Transactions Where: Siari Date 2
From: 001122011 [ To:  [1002/2011 & Refresh
e Transact
Select [StartDate  Status Hame PersoniD  Type of Hire Source  Submitted By
= |09/20/2011 Requested |Llovd Christmas Hire Recruiting
I |oor26%2011 |Requested |karen Dunbar 10000042012 Transfer Recruiting  Sherry Stolle
SelectAll  DeselectAll

Cancel Selected Transactions

o o - [~ [Rion -

PO ssoan

e
@se| [ c@EdOYE |

Step

Action

The From and To fields can be adjusted to reflect the desired date range to search for candidates to hire.

The date should reflect the Prepared for Hire date used by the recruiter. Sometimes, however, the
system may pull the candidate's application date instead. If the candidate does not appear on the list,
expand the date range.

Click the Name link.
Lloyd Christmas

The Type of Hire field should automatically default to Hire.

The Desired Start Date field should reflect the effective date of hire. The effective date of hire is always
the new employee's first date of employment.

Click the scrollbar.

Click the Add Person button.

Add Person
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Step

Action

8. Confirm the Effective Date field indicates the correct effective date of hire.

Confirm that the name is spelled correctly. The employee's name in PeopleSoft must match the name as it
appears on their Social Security card. Click the Edit Name button to make corrections to the name.
Verify that the employee's birthdate is correct. If it is incorrect or if the employee did not provide their
birthdate as an applicant, enter their correct Date of Birth.

Enter the desired information into the Date of Birth field. Enter "01/01/1976".

9. Verify the employee's gender is correct. If necessary, enter the correct data into the Gender field.
While Unknown is an option in the list of values, an employee's gender must be specified as either Male
or Female.

Click the Gender list.
| LInknown j|

10. Click the Male list item.

11. the Biographical Details tab, verify the National ID (for employees, this will be their
Social Security number) is correct.

Click the Contact Information tab.
ontact Information

12. Click the Add Address Detail link.
Add Address Detaill

13. Click the Update/View Address link.
IUpdate/vView Address|

14, When making corrections to the employee's address, use the correct postal abbreviations. Do not use
punctuation (ex: periods after abbreviations).
Click in the Address 1 field.

15. In this example, we are changing the address to use the postal abbreviation for 'street'.

To view a list of address abbreviations, go to https://www.usps.com/ship/official-abbreviations.htm
Enter the desired information into the Address 1 field. Enter "St".
16. In this example, we are making a correction to the City.
Click in the City field.
indianapolis |
17. Enter the desired information into the City field. Enter "I".
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Step Action

18. Always confirm/enter the employee's county.
Click in the County field.

19. Enter the desired information into the County field. Enter "Marion".

20. Click the OK button.

21. Click the OK button.

22. To make corrections to telephone information already entered, click directly into the field and make the
change. To add additional phone numbers, you will need to add a new row.
Click the Add a new row button.

23. Click the Phone Type list.
[— - |

24, Click the Mobile list item.
[Mobile |

25. Click in the Telephone field.

26. Enter the desired information into the Telephone field. Enter "317/554-6528".

217. Click the Preferred option.

28. To make corrections to an email address that has already been entered, click directly into the field and
make the change. To add additional email addresses, you will need to add a new row.
State Personnel will be utilizing home and business email addresses to contact employees in the future
regarding important events (i.e. Open Enrollment). Please be sure to collect an email address from as
many employees as possible.
Click the Add a new row button.

29. Click the Business list item.
|Business |

30. Enter the desired information into the Email Address field. Enter "Ichristmas@spd.in.gov".

31. Click the Preferred option.

32. Click the Regional tab.

Eegional
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Step Action
33. An employee's ethnic group is REQUIRED. If the ethnic group is not noted by the employee or the
employee refuses to give this information, use a visual observation to make the best selection. If the
Ethnic Group field is left as Unknown, EEO/AA reporting will be inaccurate.
Click the Look up Ethnic Group button.
34. Click the HISPA link.
35. Click the Organizational Relationships tab.
Qrganizational Relationships
36. Click the Employee option.
37. Click the Add Relationship button.
| Add Relationship
38. The Empl ID number is now available.
Confirm that the Effective Date field reflects the Effective Date of Hire.
Click in the Effective Date field.
loor20i2011 |
39. The Action field will default to Hire.
Click the Reason list.
40. Click the Replace Incumbent list item.
|Replace Incumbent |
41, Click the Job Information tab.
Job Infarmation
42. Click the Empl Class list.
43. Select the designated status of the employee. The most common new hire statuses are:

Orig WT: Agencies with classified employees use this status to activate the six-month working test
probation period.

Quasi: Quasi agencies.
Appointed: Appointed positions.

Click the Orig WT list item.
[Qrig WT |
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Step

Action

44,

Click the Job Labor tab.
Job Labor

45,

The Union Seniority Date field indicates the employee's seniority date only. This field does not indicate
membership in a union.

This should be the employee's date of hire.

Enter the desired information into the Union Seniority Date field. Enter "09/20/2011".

46.

Click the Payroll tab.
Payrall

47.

Verify that the correct pay group defaults into the employee's record (example: PYA is Pay Group A and
PYB is Pay Group B).

Click the Compensation tab.
Compensation

48.

If the employee’s starting salary is above the minimum of the hiring range, enter the adjusted
compensation rate into the Comp Rate field.

Click the Calculate Compensation button.
| Calculate Compensation

49.

Click the Employment Data link.

Emplovment Data

50.

Confirm the Company Seniority Date and the Benefits Service Date fields are accurate. An inaccurate
Benefits Service Date may impact the availability of employee benefits.

Enter the employee's probation date into the Probation Date field. (The probation date is six months
from the date of hire) An inaccurate probation date may impact the availability of employee benefits.

Enter the desired information into the Probation Date field. Enter "03/30/2012".

51.

Click the Benefits Program Participation link.
[Benefits Program Participation]

52.

Select the correct BAS Group ID. BAS is the Benefits Administration Selection schedule for the agency.

Click the Look up BAS Group ID button.

=

53.

Click the RG1 link.
RG1

54,

Confirm that the Effective Date is correct and write the Empl ID number from the top of the screen on
the Personnel Payroll Action Form (PPAF form).

Click the OK button.
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Step Action

55.
End of Procedure.

Entering Employee Actions
Employment actions affecting an employee's job data are recorded in the Workforce Administration Job Data record.

Generally, the HR Data Entry Personnel will be notified of an employment action through the submission of a Personnel /
Payroll Action Form (PPAF). Quasi agencies may or may not record employment actions on a PPAF.

Employment actions include:

1. Transfers

2. Promotions

3. Demotions

4. Pay Rate Changes

5. Permanent Status Changes (classified agencies only)
6. Suspensions

7. Terminations

Transfer in Manage Hires

Procedure

|

ut L8 &l ][] [Sen. 2R
2| myshare B Find a Person 2 | Find Incidents £ | SPD Training € | SOIHR, ELM, and PORTAL ... £ | Suggested Sites ~
f v E) v v Pager Sefetyv Todkr @v
tome | Workist | AddtoFavortes | Sgnout
Favgriies | Main Menu
Personalize Content | Layout ? Help
Top Menu Features Description = [important information &
Our menu has changed! Effective Wednesday, May 18
The menu is now located across the top of the page. Click on Main A be able to
ui s
an
Highlights Act (FML) questions can be accesse
throu Tonger wil
Recently Used pages now you need to search for the name of
appear under the Favariies omeone to ansvier those FIL questions
menu, located at the top left
Pick up and dial State Personnel's FIL
central number: 317-234.7955
At the close of business on Tuesday. May 17, the phone numbers of the SPD
Breadcrumbs isually display FML specialists will be disconnected and all calls will be routed to the new
your navigation path and give you FML number: 317-234-7955
access to the contents of
subfolders Having the ane phone number wil allow SPD to provide enhanced customer
senice vith a
Menu Search, located under the [Open Enrollment Elections
Main Menu, now supports type
ahead which makes finding
ages much faster
peg There are currently no open benefits events to display.
|
T e [~ R -
Wstan| |0 @ @ 2O ¥ || @ employee-facing regi... 57D [E] 10:42 am
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Step

Action

Click the Main Menu button.
Main Menu

Point to the Workforce Administration menu.

Point to the Personal Information menu.

Click the Manage Hires link.
| E] Manage Hires

Inspfhr 10a/EMPLOYEE/HRISc/ADMIMISTER,_WORKFORCE (GELYHR_WMANAGE_HIRES . GELTFolderpath=pORTAL_ROOT_0BXECT ¥]( & | [#2 | X | [&Bna 2]

Tools  Help

i Fav |55 2 e 21psHR @) orads Peoplesoft Enterpris... £ Myshare B FindaPerson 2] Find Incidents 2 SPDIT

Favorites - Main Menu > Workforce Administration > Personal Information > Manage Hires,

EDNewWindow ? Help [& Customize Page B http

Manage Hires

The following Hire Transactions are ready to be processed. Select a Transaction by Name to startthe process.

*Select Transactions Where: Siari Date 2

From: 0222011 [ To:  [10022011 [ Refresh

Select StartDate  Status Name PersoniD  Type of Hire Source Submitted By
™ 0012212011 |Requested Karen Dunbar 10000042912 Transfer Recruiting  Sherry Stolle

SelectAll  DeselectAll

Gancel Selected Transactions

e T [@meme [ [Ruos + )

st @B EZOYE | DO [F] 1043

Step

Action

Adjust the From and To fields to reflect the desired time frame.

Click in the From field.
091212011

In this example, we will change the year to 2010.

Enter the desired information into the From field. Enter "10".

Click the Refresh button.

Clicking the column heading will sort the names in alphabetical order.

Click the Name column header.
Name

Last Update October 18,2011

Page 19




Step

Action

Locate the name in the list.

Iick the scrollbar.

10.

Click the Name link.
aren Dunbarj

11.

Click the scrollbar.

12.

Click the View / Edit Person link.
[view / Edit Persor]

13.

If the employee is transferring positions within the same agency, add rows only if the personal data has
changed.

Click the Contact Information tab.
Caontact Infarmation

14.

Add rows to update the employee's address, telephone and email addresses if necessary.

Click the Regional tab.
Regional

15.

Confirm that the Ethnic Group field is entered correctly. Click the Ethnic Group look up button to
change this value if necessary.

In this example, no information was changed.

Click the Cancel button.
Cancel

16.

Click the Add Job button.

Add Job

17.

The Action field is automatically populated.

Click the Reason list.

| (nvalid Value) j|

18.

Click the Lateral Transfer Same Agency list item.
|Latera| Transfer Same Agency |

19.

Click the Job Information tab.
Job Infarmation

20.

Click the Empl Class list.

l Ferm Stat jl

21.

Click the Perm Stat list item.
|Perm Stat |

22.

Click the Job Labor tab.
Job Labar
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Step

Action

23.

Review the Union Seniority Date field to ensure that the field reflects the employee's original date of
hire/rehire.

Click the Payroll tab.

Payrall

24,

Verify that the Pay Group field populated correctly.

Click the Compensation tab.

| Compensation

25.

Adjust the biweekly compensation rate if necessary.

Click the Calculate Compensation button.
| Calculate Compensation

26.

Click the Employment Data link.

|Em nloyment Data

27.

If necessary, enter the new Probation Date.

Click the Benefits Program Participation link.
[Benefits Program Paricipation|

28.

If necessary, change the BAS Group ID.

Click the OK button.

29.

End of Procedure.

Promotion in Manage Hires

Procedure

[EERENT N
Hv| | @S HDOYm |

& tmployee facing regi
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Step

Action

Click the Main Menu link.
MainvMenu

Point to the Workforce Administration menu.

Point to the Personal Information menu.

Click the Manage Hires link.
| ] Manage Hires

{2 Manage Hires - Windows Internet Explorer 15[ ]
[€1SRAF o WORKFORCE {GBL).HR_IANAGE_HIRES GoLrrodrpath—portaL_root_obsect o] & | (41| [ ens £l
Fle Ede Vew Favorites Took Help
es |5 £ ElM £ FSHR &) Orads PeopleSoft Enterpris,.. € Myshare B Find a Person ) Find Incidents ) SPD Training € | SOLHR, ELH, and PORTAL ... | Suauscted Sres v
o Hres Ko B - R ey Teck e @
Favgrtas | Main Menu > \Workforcs Administration > Personal Informaton > Manag Hies
faly dow 2 Help [ Customize Fage B nttp
Manage Hires
The following Hire Transacions are ready to be processed. Select a Transaction by Nameto startthe process.
nage H
*Select Transactions Where: 2
From: 001122011 [ To:  [10/02/2011 |5 Refresh
Select [StartDate  Status Hame PersoniD  Type of Hire Source  Submitted By
= |09122/2011 |Requested |Karen Dunbar 10000042912 Transfer Reciuiting ~ Sherry Stolls
SelectAll  Deselectéll
Cancel Selected Transactions
INED T [ e [~ R =
Wset] [ @€ EHO Y [ D[] t10s

Step

Action

Adjust the From and To fields to reflect the desired time frame.

Enter the desired information into the From field. Enter *05/12/2011".

Click the Refresh button.

Clicking the column heading will sort the names in alphabetical order.
Click the Name column header.
Name

Locate the name in the list.

Click the scrollbar.

H
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Step

Action

Click the Name link.

10.

If the employee is changing agencies, the Type of Hire field shows the value of Transfer.

Click the scrollbar.

11.

Click the View / Edit Person link.
liew ! Edit Person]

12.

If the employee is being promoted to a new position within the same agency, add rows only if the
personal data has changed.

Add a row to update the Effective Date of the promotion as appropriate.

Click the Contact Information tab.
Caontact Infarmation

13.

Add rows to update the employee's address, telephone and email addresses if necessary.

Click the Regional tab.
Eegional

14.

Confirm that the Ethnic Group field is entered correctly. Click the Ethnic Group look up button to
change this value if necessary.

In this example, no information was changed.
Click the Cancel button.

Cancel

15.

Click the Add Job button.

Add Job

16.

The Action field will automatically populate to Transfer.

Click the Reason list.

I (Invalid Value) j|

17.

Click the Promotion - Different Agency list item.
[Promotion - Different Agency |

18.

Click the Job Information tab.
Job Information

19.

Click the Empl Class list.

| Perm Stat j|

20.

Click the Promo WT list item.
|Promo WT |

21.

Click the Job Labor tab.
Job Labar
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Step

Action

22,

Review the Union Seniority Date field to ensure that the field reflects the employee's original date of
hire/rehire.

Click the Payroll tab.

Payrall

23.

Verify that the Pay Group field populated correctly.

Click the Compensation tab.

| Compensation

24,

Adjust the biweekly compensation rate if necessary.

Enter the desired information into the Comp Rate field. Enter "1800".

25.

Click the Calculate Compensation button.
| Calculate Compensation

26.

Click the Employment Data link.

|Em nloyment Data

£ Manage Hires - Windows Internet Explorer RS
@TS.. [e - _WORKFORCE (GEL).FR_ANAGE_HIRES GELrFdderpath—rORTAL Ro0T_osect [=]| 4 | [42]( x| [ ana [2]-]

Fle Edt View Favorites Took Help

i Favorkes |45 £ ELM £ PSHR @) Oracle PeopleSoft Enterpris,.. € Myshare [ Find a Person &) Find Incidents ) SPD Training € | SOLHR, ELH, and PORTAL .. | Suguested Stes =
T3 - B - 0 v Pagev Safety~ Took- @- 7

& vanage e

Home | Workist | _Adatoravortes | Signout

Favgrtes  Main Menu > \Workforce Administration > Personal Ipformation > Manage Hies
B NewWindow ? Help [& Customize Page B http

Empl ID: 10000042912
Emple Empl Record: 0
Organizational Instance Rcd: 0 Original Start Date: 11/3011981 I override
Last Start Date: 1113011981 First Start Date: 1173011881
Termination Date: Years  Months Days
OrgInstance Service Date: 111301981 Moveride ¥ 20 9

Instance Record

Last Assignment Start Date: 111301981 firstAssignment Start. 1173011981
Assignment End Date:

HomelHost Classification Home Years  Wonths Days  IimeReporterData

Company Seniority Date: 111301981 Moverrice ¥ 20 9 2

Benefits Service Date: 3 Covrride % 29 9

Seniority Pay Calc Date: overide 29 9

Probation Date:

Professional Experience Date: Last Verification Date: ]

Business Title: Program Director 2 Position Phone:
P Bysa

Job Data Employment Data Eamings Distribution Benefis Program Participation
oK Cancel | Apoly @ Rerean
e T e [~ [Rimw -

PO

#san| |- GE&IOYE |

Step

Action

217.

If necessary, enter the new Probation Date.

Enter the desired information into the Catalog Item Abstract field. Enter "03/22/2012".
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{2 Manage tires - Windows Internet Explorer |

@E.. e o _WORKFORCE {GEL).HR_VANAGE_HIRES, GEL7Fdderpath—rORTAL_Ro0T_osect [=]| 4 | (42| [ ang [2]-]

Fle Edt View Favorites Took Help

i Favorkes |45 £ ELM £ PSHR @) Oracle PeopleSoft Enterpris,.. € Myshare [ Find a Person &) Find Incidents ) SPD Training € | SOLHR, ELH, and PORTAL .. | Suguested Stes =
T3 - B - 0 v Pagev Safety~ Took- @- 7

Home | Workist | _Adatoravortes | Signout

Favgrtas  Main Menu > \Workforce Administration > Personal Ipformation > Manage Hies
B NewWindow ? Help [& Customize Page B http

unbarKaren Empl ID; 10000042912
mployes Empl Record: 0
Organizational Instance Rcd: 0 Original Start Date: 111301981 I override
Last Start Date: 113011081 first Start Date: 113011981
Termination Date: Years  Months  Days
OrgInstance Service Date: 11201181 Coveride ¥ 20 9 2

Instance Record

Last Assignment Start Date: 113011881 first Assignment Start 113011881
Assignment End Date:
HomelHost Classification Home Years  Wonths Days  IimeReporterData
Company Seniority Date: 117301081 Moverride % 29 9 2
Benefits Service Date: 113011881 [ ovride ¥ 20 9 2
Seniority Pay Calc Date: 113011981 [Moverride 7 2 9 23
Probation Date: EPEREIE]
Professional Experience Date: B Last Verification Date: =
Business Title: Program Director 2 Position Phone:
P Bysa
Job Data Employment Data Eamings Distribution Benefis Program Participation
oK Cancel | Apoly @ Refresh
oore T T T e EEETTRY

#sen| |G EDOYE |

T D @] 1ieam

Step Action

28. Click the Benefits Program Participation link.
[Benefits Proaram P aricipation]|

29. If necessary, update the BAS Group ID.

Click the Look up BAS Group ID button.

=

30. Click the RGL1 link.
=X

31. PROOF & VERIFY the information entered into the employee record!!!

Once a record is saved, the record is there until the State Personnel Department's Data Entry corrects the
record. Inaccurate or missing information may impact employee benefits and could even possibly
terminate them.

Click the OK button.

32.

End of Procedure.
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Demotion in Manage Hires

Procedure

£2 Employe:

g reg

dows Internet Explorer

=12 x|
G- a Y | 3 o (2]
File Edit ‘View Favorites Tools Help
i Favorkes |55 £ ELM £ PSHR @) Oradle PeopleSoft Enterpris,.. € Myshare [ Find a Person &) Find Incidents &) SPD Training € | SOLHR, ELH, and PORTAL .. | Suguested Stes =
(& EmployeeFacing registry content 3 - B - 0 v Page Sefetyv Tk~ @ T
| workist | AddtoFsvortes | Sanout
FEVEJVKES ME\HVMEHU
Personalize Content | Layout ? Help
Top Menu Features Description = [important Information &
Our menu has changed! Effective Wednesday, May 18
The menu is now lacated across the top of the page. Click on Main Al centralized agencies will be able to
Henuto get started tilize a new number for FIL calls
answers to your Family Medical Leave
Highlights Act (FIML) questions can be accessed
through one phone number. No longer will
Recently Used pages now you need to search for the name of
appear under the Favorites someone to answer those FIL questions
menu, located at the top lef
Pick up and dial State Personnel's FIL
central number. 317-234-7955
At the close of business on Tuesday. May 17. the phone numbers of the SPD
Breadcrumbs visually display FML specialists will be disconnected and all cals will be routed to the new
your navigation path and give you FHL number: 317-234.7955
access to the contents of
subfolders Having the ane phone number will allow SPD to provide enhanced customer
senice with a single point of contact
Menu Search, located under the [open Enroliment Elections
iain Menu. now supports type
ahead which makes finding
ages much faster
pag There are currently no open benefits events to display
oore T T @ R
Wset] | @€ 20O ¥ (B

Action

Click the Main Menu link.
Main Menu

Point to the Workforce Administration menu.

Point to the Personal Information menu.

Click the Manage Hires link.
| [E] Manage Hires
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{2 Manage Hires - Windows Internet Explorer

JRETES]

[€ISaE o _WORKFORCE {GEL).FR_VANAGE_HIRES, GEL7Fderpath—rORTAL_Ro0T_osect [=]| & | [¢2( x| [ ang

[2l

Fle Edt View Favorites Took Help

i Favorkes | £ ELM £ PSHR @) Oracle PeopleSoft Enterpris,.. € Myshare [ Find a Person &) Find Incidents &) SPD Training € | SOLFR, ELH, and PORTAL .. | Suguested Stes =

Favorites  Main lenu > Workforce Adminstration > Personal formation > Manage Hires

Manage Hires
“The following Hire Transactions are ready to be processed. Select a Transaction by Name to start the process.

“Select Transactions Where: Siari Date 2

From: 001122011 [ To:  [10/02/2011 |5 Refresh

Select [StartDate  Status Hame PersoniD  Type of Hire Source Submitted By
= |09122/2011 |Requested |Karen Dunbar 10000042912 Transfer Reciuiting  Sherry Stolls

SelectAll  Deselectéll

Cancel Selected Transactions

(& Manage Hires T - B) - e - page - Safety~ Took - @- 7

Home | workist | _Adatoravortes | _Signout

ENewWindow ? Help [ Customize Page B hitp

oore o o -
sl | cBEIOYE |

[~ [Rioow -

P POE

Step

Action

Adjust the From and To fields to reflect the desired time frame.

Enter the desired information into the From field. Enter *05/22/2011".

Click the Refresh button.

Clicking the column heading will sort the names in alphabetical order.

Click the Name column header.
Name

Locate the name in the list.

Click the scrollbar.

Click the Name link.

10.

Click the scrollbar.

11.

Click the View / Edit Person link.
[View / Edit Person]|
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Step

Action

12.

If the employee is being demoted to a position within the same agency, add rows only if the personal data
has changed.

If the employee is being demoted to a position from a different agency - with a different benefit plan
(example: DOC to ISP) add a row to each area of personal data and enter the Effective Date of the
transfer.

Click the Contact Information tab.
contact Information

13.

Add rows to update the employee's address, telephone and email addresses if necessary.

Click the Regional tab.
Regional

14.

Confirm that the Ethnic Group field is entered correctly. Click the Ethnic Group look up button to
change this value if necessary.

In this example, no information was changed.
Click the Cancel button.

Cancel

15.

Click the Add Job button.

Add Job

16.

The Action field will automatically populate to Transfer.

Click the Reason list.

| (invalid value) j|

17.

Click the Demotion Same Agency list item.
|Dem-3ti-3n Same Agency |

18.

Click the Job Information tab.
Job Infarmation

19.

Review the information on this screen for accuracy.

Click the Job Labor tab.
Job Labor

20.

Review the Union Seniority Date field to ensure that the field reflects the employee's original date of
hire/rehire.

Click the Payroll tab.
Payrall

21.

Verify that the Pay Group field populated correctly.

Click the Compensation tab.

Compensation
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Step Action

22. Adjust the biweekly compensation rate if necessary.
Click the Calculate Compensation button.
| Calculate Compensation

23. Click the Employment Data link.

24, Change the Probation Date if necessary.
Click the Benefits Program Participation link.
[Benefits Program Participation|

25. If necessary, update the BAS Group ID.
Click the Look up BAS Group ID button.

26. Click the RG1 link.
RG1

27. Click the OK button.

28.

End of Procedure.

Entering a Pay Rate Change

Procedure

SR EIRIE

Eing o

Top Menu Features Description E%| [important Information

Our menu has changed!
The menu is now located across the top of the page. Click on Main
Menu to get started

Highlights

ently Used pages now
nder the Favorites
cated at the top left

uesday. May 17, the ph
ted and wll Galls wil

n benefits events to display.

s | L @ ® IO YA

|
[l N = T [~ [Rioow =

O zmeem
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Step

Action

Click the Main Menu link.
Main Menu

Point to the Workforce Administration menu.

Point to the Job Information menu.

Click the Job Data link.
| £ 10b Dats

Inspfhy 10a/EMPLOYEEfHRISc/ADMIMISTER,_WORKFORCE (GEL).JOB_DATA. G8LTFolderPath=PORTAL_ROOT_OBIECT HC_wor x]( & | [#2|[ x| [&Eng i

Tools  Help

|5 @ em € psir @] orade Peoplesoft Enterpris... &) Myshare B Find aPerson € Find Incidents € SPD Training 2 SOLHR, ELM, and PORTAL ... | Suggested Stes =

(& Job Data 0 v B - [ o v Pagev Safety v

Home | Workist | Add toFavortes | Signout

Favorites  Main Jlenu > Workforce Admistration > Job Information > Job Data
@ New Window 2 Help B nttp

Job Data

Enter

Maximum number of rows to return (up to 3

Empl D:

Empl Record: B

Hame: foegmswin =l
Last Name: [pegmswn=l[ |
Second Last Name: begins with 7]

Alternate Character Name:[begins w

Widdle Name: begins with 7]
National ID: begins with x|
I Include History I Correct History I Case Sensitive
Seareh || Clear|Basic Search [E) Save Search Criteria
pore T T @ [~ [Ruon =
Bistart| | - [ @ 0 © Y H) [ @ 10bData- Windows 1. D 251

Step

Action

Enter the desired information into the Empl ID field. Enter "10000280299".

Click the Search button.

Click the Add a new row button.

Update the Effective Date field if necessary.

Click the Action list.

|Hire j|

Click the Pay Rate Change list item.
[Pay Rate Change |

10.

Click the Reason list.

| |
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Step

Action

11.

Select the appropriate Reason.

Click the Adjustment - No Job Change list item.
[4djustment - Mo Job Change |

12.

Click the Compensation tab.

| Compensation

13.

Enter the desired information into the Comp Rate field. Enter "1301".

14.

Click the Calculate Compensation button.
| Calculate Compensation

15.

Click the Save button.

16.

End of Procedure.

Entering Permanent Status

Procedure

/2 Employee-facing registry content - Windows Internet Explorer

|
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[o]]

Fle Edt View Favores Tooks Help

i Favorkes |4 2 ELM £ PSHR 2] Orade PeopleSoft Enterpris... £ Myshare [ Find a Person 2] Find Incidents 2] SPD Training £ | SOLHR, ELI, and PORTAL ... 2 | Sugaected Stes =

(8 Employse-Facing regitry content

Favgrices - Mai fenu

Persanalize Content | Layout

K v B L e Pager Safety v Todse @v 7

tome | Workist | AddtoFavories | Sanout

? Help
Top Menu Features Description = [important information &
Our menu has changed! Effective Wednesday, May 18
The menu is now located across the top of the page. Click on Main All centralized agencies wil be zble to
Menu to get started utiize a new number for FMIL calls
answers to your Family& Medical Leave
Highlights Act (FIL) questions can be accessed
through one phone number.  No longer will
Recently Used pages now you need to search for the name of
appear under the Favorites omeone to ansvier those FIL questions
menu, located at the top left
Pick up and dial State Personnel's FIL
central number: 317-234.7955
At the close of business on Tuesday. May 17, the phone numbers of the SPD
Breadcrumbs isually display FML specialists will be disconnected and all calls will be routed to the new
your navigation path and give you FML number: 317-234-7935
access to the contents of
subfolders Having the ane phone number wil allow SPD to provide enhanced customer
senice with a single point of contact
Menu Search, located under the - =
Main Menu, now supports type |Open Enroliment Elections
ahead which makes finding
pages much faster
There are eurrently no open benefits events to display.

1|

oe T @ e
distant| |~ @€ IO Y || @ employee-facing regi...

[~ R -

PO s03em

Step

Action

Click the Main Menu link.
Main Menu
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Step

Action

Point to the Workforce Administration menu.

Point to the Job Information menu.

Click the Job Data link.
| [E] Job Datz

{2 10b Data - Windows Internet Explorer —1E]x]|

(€19 _WORKFORCE (ALY 108_DATA Gl raderpeth=poRTAL_R0oT_oeoEcT.He_wor =] 8 |[42[%] & ens ol
File. w  Favorites  Tools  Help

i Favorkes |5 £ ELM £ PSHR @) Oradle PeopleSoft Enterpris,.. € Myshare [ FindaPerson &) Find Incidents @) SPD Training € | SOLHR, ELH, and PORTAL .. & | Suguested Stes =

& xboaa Fi - B - O e - page - Sefety~ Took - @~

Home | Workist | _Adatoravortes | Signout

Favorites  Main lenu > Workforce Adminstration > Job Information > Job Data

Fnewwindon ? Hep Bt
Job Data
Enter any information you have and click Search. Leave fields blank for a list of all values.

Waximum number of raws to return (up o 300): [200

Empl ID: begins with 7]

Empl Record: =
Name: begins with ] |
Last Name: Degine with =] |
Second Last Name: begins with ] |
Alternate Character Name:|begins with ]

Middle Name: begins with 7]
Hational ID: begins with 7]

I~ Include History I Correct History I Case Sensitive

Search Clear |Basic Search [§] Save Search Criteria
one [T T [@memer [~ R -
distart| | @ @ I © W= || & obpata- windows1.. @9 251Pm

Step

Action

Enter the desired information into the Empl ID field. Enter "10000280299".

Click the Search button.

Update the Effective Date field if necessary.

Click the Add a new row button.

Click the Data Change list item.
[Data Change |

Click the Reason list.

| |

10.

Select the appropriate Reason (Completed Working Test/Extended Working Test) from the drop-
down list.

Click the Completed Working Test list item.
|C-:|m|:uleted Working Test

Last Update October 18,2011 Page 32




Step Action

11. Click the Job Information tab.

|=I|:|h Information |

12. Click the Empl Class list.

Jorig wT =

13. Select the appropriate employee class (Perm Stat, XOrig WT or XPromo WT) from the list of values.

Click the Perm Stat list item.
[Perm Stat |

If extending the working test, be sure to change the probation date as appropriate.

14, Click the Save button.

15.
End of Procedure.

Entering a Suspension

Procedure

{2 Employee-facing registry content - Windows Internet Explorer

JRETES]

G- 5

e E[a][&lls][x|[Eens

l2l

Fle Edt View Favorites Took Help

(& Employeefacing registry content

Favortes  Main Henu

Personalize Content | Layout

i Favorkes |55 £ ELM 2] PSHR £ Oratle PeopleSoft Enterpris,.. € Myshare B Find a Person @ Find Incidents ) SO Training € | SO1HR, ELM, and PORTAL

2] Suggested Stes -

fi -6 - S

Page ~ Sefety ~ Tooks -+ @)

Home | Workist | AddtoFsvortes | Sanout

? Help
Top Menu Features Description (=] [important Information E]
Our menu has change d! Effective Wednesday, May 18
The menu is now located across the top of the page. Click on Main All centralized agencies will be able to
Menu to get started utilize a new number for FVIL calls
answiers to your Family& Medical Leave
Highlights Act (FML) questions can be accessed
through ane phene number. No longer vl
Recently Used pages naw you need to search for the name of
appear under the Favorites someane to answer those FIL questions
menu. located at the top lef
Pick up and dial State Personnel's FIL
central number: 3172347955
Atthe close of business on Tuesday. May 17, the phone numbers of the SPD
Breaderumbs visually display FIIL specialists will be discannected and all calls will be routed to the new
‘your navigation path and give you FHL number: 317-234.7955
access to the contents of
subfolders. Having the one phone number will allow SPD to provide enhanced customer
senice with a single point of contact
Menu Search, located under the - =
Wain Menu, now supports type [Open Enroliment Elections
ahead which makes finding
pages much faster
There are currently no open benefits events to display

pore

dsen] | U@ € IO YR

|| @ employee-facing reqi...

o o -

[~ [Riow -

@O swrem

Step Action

1. Click the Main Menu link.
Main Menu
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Step

Action

Point to the Workforce Administration menu.

Point to the Job Information menu.

Click the Job Data link.
| [E] Job Datz

{2 10b Data - Windows Internet Explorer —1E]x]|

(€19 _WORKFORCE (ALY 108_DATA Gl raderpeth=poRTAL_R0oT_oeoEcT.He_wor =] 8 |[42[%] & ens ol
File. w  Favorites  Tools  Help

i Favorkes |5 £ ELM £ PSHR @) Oradle PeopleSoft Enterpris,.. € Myshare [ FindaPerson &) Find Incidents @) SPD Training € | SOLHR, ELH, and PORTAL .. & | Suguested Stes =

& xboaa Fi - B - O e - page - Sefety~ Took - @~

Home | Workist | _Adatoravortes | Signout

Fa\rnvrrtes MalnvMerm > Workforce Avdmwmstrat\nn > Job lnfnvrmat\nn > Job Data

Fnewwindon ? Hep Bt
Job Data
Enter any information you have and click Search. Leave fields blank for a list of all values.

Waximum number of raws to return (up o 300): [200

EmplID: [oegmswtn =l |

Empl Record: =

Name: begins with ] |

Last Name: Degine with =] |

Second Last Name: begins with ] |

Alternate Character Name:|begins with ]

Micidle Name: [begmewtn=][ |

Hational ID: [oegnswitn =[]

I~ Include History I Correct History I Case Sensitive

Search. || Clear|Basic Search [§] Save Search Criteria

pore T @ e [~ R =
@istat| |~ @ @ I © Y& |[@ 00 Dot windows L. @9 aoepn

Step

Action

Enter the desired information into the Empl ID field. Enter "10000280299".

Click the Search button.

Change the Effective Date field if necessary.

Click the Add a new row button.

Click the Action list.

IHire j|

Click the Suspension list item.
[Buspension |

10.

Click the Disciplinary Action list item.
[Disciplinary Action |

11.

Click the Save button.
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Step Action

12.
End of Procedure.

Entering a Termination
Procedure

\g registry content dows Internet Explorer 18] X]|
a L = FEE) &g 2l
File  Edt View Favorites Took  Help
i Favorkes |45 £ ELM 2 PSHR @) Oradle PeopleSoft Enterpris,.. € Myshare [ Finda Person &) Find Incidents € SPD Training € | SOLHR, ELH, and PORTAL .. | Suguested Stes =
& Employee-Facing registry content P v B - ) - Page~ Sefety~ Took - @ 7
| workst | AddtoFavortes | Sanout
FEVEJV[ES MEWVMEHH
Personalize Content | Layout ? Help
Top Menu Features Description = [important Information &
Our menu has change d! Effective Wednesday, May 18
The menu is now located across the top of the page. Click on Main All centralized agencies vil be able to
Menu to get started utilize a new number for FVIL calls
answiers to your Family& Medical Leave
Highlights Act (FML) questions can be accessed
through ane phene number. No longer vl
Recently Used pages now you need to search for the name of
appear under the Favarites someane to answer those FIL questions
menu, located at the tap lef
Pick up and dial State Personnel's FIL
central number. 3172347955
Atthe close of business on Tuesday. May 17, the phone numbers of the SPD
Breadcrumbs visually display FL specialists will be disconnected and all calls will be routed to the new
‘your navigation path and give you FHL number: 317-234.7955
access to the contents of
subfolders Having the ane phone number will allow SPD to provide enhanced customer
senice with a single point of contact
Menu Search, lacated under the -
iain Menu, now supports type [Open Enrollment Elections
ahead which makes finding
pages much faster
There are curently no open benefits events to display.
one T T [ e [F - [Rioow = )
distart| |~ @ € 2 © ¥ E [ & employee-facing regi...

Step Action

1. Click the Main Menu link.
Main Menu

2. Point to the Workforce Administration menu.

3. Point to the Job Information menu.

4, Click the Job Data link.
| E] Job Datz
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7 Job Data - Windows Internet Explorer 5]
@:‘/ - &) o _WORKFORCE_(GEL).10B_DATA 6oL Falderrath—FOR TAL_RooT_OBECT HC_wor ]| 8 | (42| [ eng -

Fle Edt View Favorites Took Help

i Favorkes |5 £ ELM £ PSHR @) Oradle PeopleSoft Enterpris,.. € Myshare [ FindaPerson &) Find Incidents @) SPD Training € | SOLHR, ELH, and PORTAL .. & | Suguested Stes =

& b Data Fi- B - e - page - Safety~ Took- @- 7

Home | Workist | _Adatoravortes | Signout

Fa\rnvrrtes MalnvMerm > Workforce Avdmwmstrat\nn > Job lnfnvrmat\nn > Job Data
Fnewwindon ? Hep Bt

Job Data

Enter any information you have and dlick Search. Leave fields blank for a list of all values

[ Findan Buistng vaive |
Waximum number of rows to return (up 1o 300): [300 |

EmplID: [oegmswtn =] |
Empl Record: F =
Hame T
Last Name: [oegmswtn =l |
Second Last Name: [oegmswitn =l |
Alternate Character Name:[beginswith =@ |
Middle Name: [beginswitn ][ |
A T

I~ include History T CorrectHistory I Case Sensitive

Search Clear . |Basic Search Save Search Criteria
one T [ e [~ R =
distart| | @ & I © W F || & obpata- windows1.. @9 sizPm

Step

Action

Enter the desired information into the Empl ID field. Enter "10000280299".

Click the Search button.

Update the Effective Date field if necessary.

Click the Add a new row button.

Click the Action list.

IHire j|

If the employee is retiring, use the Retirement Action and Reason (not Termination).

Click the T

10.

Click the Reason list.

| |

11.

Select the appropriate Reason from the list.

Click the Dismiss (NEFR) list item.
[Dismiss (NEFR] |

12.

Click the Save button.

13.

End of Procedure.
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Request Electronic Personnel Action Form (PPAF)

Procedure

ing registry content

‘windows Internet Explorer

JEETES]

&

4

=@ (&l )] [Fens

l2l

Fle Edt View Favorites Took Help

(& Employeefacing registry content

Favortes  Main Henu

i Favorkes |55 £ ELM 2] PSHR £ Oratle PeopleSoft Enterpri.

& Myshare B Find aPerson @ Find Incidents @ SPD Training €  SOTHR, ELM, and PORTAL

2] Suggested Stes -

& -

) - Page sy~ Took+ @

| Workist | AddtoFsvortes | Sanout

Menu to get started
Highlights

Recently Used pages now
appear under the Favorites
menu, located at the top left

Breaderumbs visually display
your navigation path and give yeu
access to the contents of
subfolders

WMenu Search, located under the
lain Menu, now supports type
ahead which makes finding
pages much faster

Our menu has changed!

The menu s now located acrass the top of the page. Click on Main

central number: 317-234-7955

Effective Wednesday, May 18

All centralized agencies will be able to
utiize a new number for FWIL calls
answers to your Family Medical Leave
Act (FML) questions can be accessed
through ane phone number. No longer will
you need to search for the name of
someane to answier those FML questions

Pick up and dial State Personnel's FIML

At the close of business on Tuesday. May 17, the phone numbers of the SPD
FIL specialists will be disconnected and all calls will be routed to the new

FHL number: 317-234.7955

Having the ane phone number will allow SPD to provide enhanced customer

seniice with  single point of contact

Personalize Content | Layout ? Help
Top Menu Features Description = [important Information &

[open Enroliment Elections

There are curently no open benefits events to display.

pore

#sen| | G € IO Y

|| @ employee-facing reqi...

@ et

[Fa - [Hwoe -

@0 s |

Action

Click the Main Menu link.

Main Menu

Point to the Workforce Administration menu.

Point to the PPAF menu.

Click the SOl PPAF Entry link.

| [E] sOIPPAF Entry
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o ol 8 ][9] %] [F ons ol

istration > PPAF > SOl PPAF Entry

Find an Existing Value | Add a New Value

T e [~ R =
J9 416PM

Wstat| |~ @ @ d© Y= |[E soreear oty - win

Step Action
5. Click the Add button.
Add

Enter the desired information into the Employee ID field. Enter "10000280299".

Pressing the Tab key on your keyboard will cause all of the employee's information to populate.

Press [Tab].

Enter the desired information into the Effective Date field. Enter '09/23/2011".

Click the Look up Action button.

10. Click the Data Change link.

11. Click the Look up Reason button.

12. Click the Extended Working Test link.
|E}dended Working Teaj

13. Click the Submit button.

14.
End of Procedure.

Request Electronic Personnel Action Form (PPAF) - Pay Rate Change

Procedure
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S Employee-facing registry content - Windows Internet Explorer

- LI
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Fle Edt View Favorites Tooks Help

i Favorkes |4 2 ELM £ PSHR ) Orad PeopleSoft Enterpris... £ Myshare B Finda Person 2] Find Incidents 2 SPD Training | SOLHR, ELU, and PORTAL ... 2 | Sugaected Stes =

(&8 Employee-Facing registry content f2 - E) - ) @ v Pager Safetye Tooke @

| Workist | AddtoFavortes | Sanout
Favories  Mai Menu

Personal

ntent | Layout

Top Menu Features Description

EEN

portant Information

Our menu has changed! Effective Wednesday, May 18
The menu s now located across the top of the page. Click on Main

All centralized agencies will be able to
Menu to get starte:

utilize a new number for FNL calls
answers to your Family Medical Leave
Act (FNIL) questions can be accessed
through one phone number. No longer will
you need to search for the name of
omeone to answer those FIL questions

Highlights

Recently Used pages now
appear under the Favorites
menu, located at the top left

Pick up and dial State Personnel's FIvL
central number: 317-234-7955

At the close of business on Tuesday. May 17, the phone numbers of the SPD
FIL specialists will be disconnected and all calls will be routed to the new
FIL number: 3172347955

Breaderumbs visually display
your navigation path and give you
access to the contents of
subfolders Having the one phone number wil allow SPD to provide enhanced customer
senvice with a single point of contact.

Menu Search, located under the
iain Menu, now supports type
ahead which makes finding
pages much faster

Open Enrollment Elections

There are currently no open benefits events to display.

I B 73 [~ [Riwon -

|| @ employee-facing re DD +22P1 |

Dore

Hsen| |0 B EHOY

Step Action

1. Click the Main Menu link.
Main Menu

2. Point to the Workforce Administration menu.

3. Point to the PPAF menu.

4, Click the SOl PPAF Entry link.
| E] soIPPAF Entry
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{5501 PPAF Entry - Windows Internet Explorer

G- v _VENLS01_PPAF_ENTRY GeLTFoldrpath=rORTAL o1 _OBIECT.Ac_workrorce_aovin =] @ |[¢r)[ %] [Fong

Fle Edt View Favorites Took Help

¢ Favori s £ ELM £ PSHR £ Orade PeopleSoft Enterpris... € Myshare M Find aPerson @ Find Incidents @ SPDITraining &  SOIHR, ELM, and PORTAL ... &  Suogested Stes =

Favorites  Main enu > Workforce Adminstration > PPAF > SOI PPAF Entry

PPAF Entry

Eind an Existing Vaiue | ([XTEICIIATER

Request ID: NEW

Add

Find an Existing Value | Add a New Value

(& 501 PRaF Entry B - B) - 50 - Pege- Sofery~ Took- @- 7

T e LTy
isten| |« @ € 5 © Y B |[Esorrenroery-vana. R

Step

Action

Click the Add button.
Add

Enter the desired information into the Employee ID field. Enter "10000280299".

Clicking the Tab key on your keyboard will cause the employee's information to populate onto the

screen.

Press [Tab].

Enter the desired information into the Effective Date field. Enter '09/26/2011".

Click the Look up Action button.

10.

Click the Pay Rate Change link.
|F'ai Fate Change|

11.

Click the Look up Reason button.

=

12.

Click the Adjustment - No Job Change link.

Iﬂd'ustment- Mook Change

13.

Enter the desired information into the Rate field. Enter "1301".

14.

Click the Submit button.

15.

End of Procedure.
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Family Status Changes

Family status changes occur when a major life event happens affecting an employee's benefits. Family status changes
include:

- Acquiring Dependents

- Dependent Deaths

- Marriage

- Divorce

- Change in Employment resulting in Loss of Insurance Coverage
- Dropping of State Insurance Coverage

Family status changes REQUIRE formal documentation for the transactions to be entered into the employee's record.
Changes are always entered into the employee's Job Data record but some changes may also require a change to the
employee's Biographical Information record (such as name changes, marital status changes, etc).

Employee's have 30 DAYS FROM THE EVENT EFFECTIVE DATE (the date the event occurred) to report and have
recorded for benefits purposes. Family status change benefit events not reported within 30 days from the effective date
will require the employee to wait until the Open Enrollment period to have the benefit changes entered into the
system for the next calendar year.

The Action recorded in the Job Data record will always be the Family Status Change option; however the Reason
Code for the family status change will vary depending on the circumstances and effective dates of the change. Using
the Family Status Changes document located in the Supplemental Materials section of the Workforce Administration
tutorial work instructions, will ensure that the correct Reason Code is used to record the family status change.

Effective Dating

The Effective Date indicates when an action or event is in effect or valid. Each employee record is effective dated.
PeopleSoft is designed to automatically perform certain functions based on the Effective Date. Effective Dating provides a
mechanism for determining if a transaction is current, history, or future.

Some pages will display the word Current, History, or Future so you can always tell what type of transaction you are
viewing. Every action taken on an employee will have an effective date. Because we have been in production for multiple
fiscal years there may be more than one record associated with an employee. Future dated actions may be in the system
but PeopleSoft does not act on that information until the actual day of the effective date.

Current: Closest to but not exceeding today's date.
Future: Greater than today's date.
History: Prior to current date effective date.

Note: It is very important to use the correct date for new hires, rehires, and terminations as these dates impact
benefits and compensation.
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Entering a Family Status Change
Procedure

S Employee-facing registry content

Windows Internet Explorer

=12 x|
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Fle Edt View Favores Tooks Help

i Favorkes |4 2 ELM £ PSHR 2] Orade PeopleSoft Enterpris... £ Myshare [ Find a Person 2] Find Incidents 2] SPD Training £ | SOLHR, ELI, and PORTAL ... 2 | Sugaected Stes =
{8 Enployee-Facing redistry content [ ”

v ) o v Pagev Safety~ Tooksv @

| workist | AddtoFavortes

Sign out
Favgrices - Mai fenu

Persanalize

Content | Layout

Top Menu Features Description = [important information

Our menu has changed! Effective Wednesday, May 18
The menu is now located across the top of the page. Click on Main

All centralized agencies will be able to
enu to get started

utiize a new number for FMIL calls
answers to your Family& Medical Leave
Act (FML) questions can be accessed
through one phone number.  No longer will
you need to search for the name of
omeone to ansvier those FIL questions

Highlights

Recently Used pages now
appear under the Favorites
menu, located at the top left

Pick up and dial State Personnel's FIvL
central number: 317-234-7955

At the close of business on Tuesday, May 17, the phone numbers of the SPD
FIL specialists will be disconnected and all calls will be routed to the new
FIL number: 3172347955

Breaderumbs visually display
your navigation path and give you
access to the contents of
subfolders Having the ane phone number wil allow SPD to provide enhanced customer
senice with a single point of contact

Menu Search, lacated under the
iain Menu, now supports type
ahead which makes finding
pages much faster

Open Enrollment Elections

There are eurrently no open benefits events to display.
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Step Action

1. Click the Main Menu link.
Main Menu

2. Point to the Workforce Administration menu.

3. Point to the Job Information menu.

4, Click the Job Data link.
| | J0b Datz
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7 Job Data - Windows Internet Explorer 5]
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Home | Workist | _Adatoravortes | Signout

Fa\rnvrrtes MalnvMerm > Workforce Avdmwmstrat\nn > Job lnfnvrmat\nn > Job Data
Fnewwindon ? Hep Bt

Job Data

Enter any information you have and dlick Search. Leave fields blank for a list of all values.

[ Find an BxstingValue |

Waximum number of rows to return (up 1o 300): [300 |

EmplID: [oegmswtn =] |
Empl Record: F =
Hame: T
Last Name: begins with =

Second Last Name: begins with 7]
Alternate Character Name: [begins with ]

Widdle Name: begins with 7|
National ID: begins with |7
I~ include History T CorrectHistory I Case Sensitive
Search Clear |Basic Search Save Search Criteria
one T [ e [~ R =

dse] | GEHOYH |

FO 3sPM

(€ J0bData - Windows ...

Step

Action

Enter the desired information into the Empl ID field. Enter "10000280299".

Click the Search button.

Update the Effective Date field if necessary.

Click the Add a new row button.

Click the Action list.

IHire j|

Click the Family Status Change list item.
[Family Status Change |

10.

C|ICk the Emp Marriage Eff on Event Dt list |tem

11.

As a result of a marriage, divorce or death of a spouse, the employee's personal data may require
modification. In this example, the employee has submitted a family status change due to marriage, which
may require the user to update the employee's last name and marital status.

See the Updating Personal Information procedure.

Click the Save button.

12.

End of Procedure.
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Leaves of Absence

Leaves of absence occur due to an employee's need to be off work for a circumstance covered under Family Medical
Leave. In these instances, family medical leave hours are tracked concurrently with leave of absence.

If the leave is due to personal illness, there is a 30 day elimination (waiting) period before an employee's short-term
disability benefits become available.

There are two types of a leave of absence: paid or unpaid. Paid leave of absences occur when the employee has benefit
leave time that can be taken in the form of sick, vacation, or personal days. Unpaid leave of absences occur when the
employee has no benefit leave available during the leave and/or until the 30 day elimination period is over to receive
short-term disability benefits.

If an employee's leave of absence status changes from paid to unpaid, the employee must have a Job Data record entry to
return them from the paid leave of absence prior to the Job Data record entry recording the unpaid leave of absence
status.

Proper effective dating and sequencing is critical when recording changes in an employee's leave of absence status.

Effective Dating

The Effective Date indicates when an action or event is in effect or valid. Each employee record is effective dated.
PeopleSoft is designed to automatically perform certain functions based on the Effective Date. Effective Dating provides a
mechanism for determining if a transaction is current, history, or future.

Some pages will display the word Current, History, or Future so you can always tell what type of transaction you are
viewing. Every action taken on an employee will have an effective date. Because we have been in production for multiple
fiscal years there may be more than one record associated with an employee. Future dated actions may be in the system
but PeopleSoft does not act on that information until the actual day of the effective date.

Current: Closest to but not exceeding today's date.
Future: Greater than today's date.
History: Prior to current date effective date.

Note: It is very important to use the correct date for new hires, rehires, and terminations as these dates impact
benefits and compensation.

Multiple Actions
It is necessary to use Effective Sequencing when more than one action occurs on the same Effective Date.

Example 1:
STEP 1: When an employee acquires a new dependent, the first entry (sequence 0) inserted into the Action/Reason fields
indicate the action of Paid Leave of Absence with a reason of (FML) Paid FMLA Use Accrued Time.

STEP 2: To enter a second event on the same effective date, click the Add A Row button to insert a new row. The second
entry (sequence 1) inserted into the Action/Reason fields indicate the action of Family Status Change with a reason of
(ACI) Acquire Dep Eff on Event Dt .

Example 2:
STEP 1: When an employee is promoted within their own agency, the first entry (sequence 0) inserted into the
Action/Reason fields indicate the action of Promotion with a reason of (PSA) Promotion - Same Agency.
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STEP 2: To enter a second event on the same effective date, click the Add A Row button to insert a new row. The second

entry (sequence 1) inserted into the Action/Reason fields indicate the action of Pay Rate Change with a reason of (GSA)
General Salary Adjustment.

Entering a Unpaid Leave of Absence
Procedure

{2 Employee-facing registry content - Windows Internet Explorer
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Change My Password
B crange uy Atthe close of business on Tuesday. May 17, the phone numbers of the SPD
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FIL specialists will be disconnected and all calls will be routed to the new

Breaden
[ My System Profile FML number: 317-234.7955
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access te (5] My Dictionary
subfoldert (=] My Feeds

Having the ane phone number will allow SPD to provide enhanced customer
Submit 3 GMIS Tssue

seniice with  single point of contact

WMenu Search, located under the
ain Menu, now supports type
ahead which makes finding
pages much faster

Open Enrollment Elections

There are curently no open benefits events to display.

-]
T @ [ [Roow =
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Step Action

1. Click the Main Menu link.

Point to the Workforce Administration menu.

Point to the Job Information menu.

Click the Job Data link.
| E] Job Datz
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7 Job Data - Windows Internet Explorer TS|
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Fnewwindon ? Hep Bt
Job Data

Enter any information you have and dlick Search. Leave fields blank for a list of all values

[ Findan Buistng vaive |
Waximum number of rows to return (up 1o 300): [300 |

EmplID: [oegmswitn®l | |
Empl Record: =
Hame T
Last Name: [oegmswtn =l |
Second Last Name: [oegmswitn =l |
Alternate Character Name:[beginswith =@ |
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Step

Action

Enter the desired information into the Empl ID field. Enter "10000272287".

Click the Search button.

Update the Effective Date field if necessary.

Click the Add a new row button.

Click the Action list.
IData Change jl

Click the Leave of Absence list item.
[Leave of Absence |

10.

Click the Reason list.

| |

11.

Select the appropriate Reason.

Click the Personal list item.
[Personal

12.

Click the Save button.

13.

End of Procedure.
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Entering a Paid Leave of Absence

Procedure

ing registry content

‘windows Internet Explorer

JEETES]
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Fle Edt View Favorites Took Help

(& Employeefacing registry content

Favortes  Main Henu
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Menu to get started
Highlights

Recently Used pages now
appear under the Favorites
menu, located at the top left

Breaderumbs visually display
your navigation path and give yeu
access to the contents of
subfolders

WMenu Search, located under the
lain Menu, now supports type
ahead which makes finding
pages much faster

Our menu has changed!

The menu s now located acrass the top of the page. Click on Main

central number: 317-234-7955

Effective Wednesday, May 18

All centralized agencies will be able to
utiize a new number for FWIL calls
answers to your Family Medical Leave
Act (FML) questions can be accessed
through ane phone number. No longer will
you need to search for the name of
someane to answier those FML questions

Pick up and dial State Personnel's FIML

At the close of business on Tuesday. May 17, the phone numbers of the SPD
FIL specialists will be disconnected and all calls will be routed to the new

FHL number: 317-234.7955

Having the ane phone number will allow SPD to provide enhanced customer

seniice with  single point of contact

Personalize Content | Layout ? Help
Top Menu Features Description = [important Information &

[open Enroliment Elections

There are curently no open benefits events to display.

pore

#sen| | G € IO Y

|| @ employee-facing reqi...

@ et

[Fa - [Hwoe -

FEECER

Action

Click the Main Menu link.

Main Menu

Point to the Workforce Administration menu.

Point to the Job Information menu.

Click the Job Data link.

| E] Job Datz

Last Update October 18,2011

Page 47




£ 10b Data - Windows Internet Explorer

Favrites  Main flenu > Workforce Adminstration > Job Infgrmation > Job Data

Job Data

Enter any information you have and dlick Search. Leave fields blank for a list of all values

[ Findan Buistng vaive |
Waximum number of rows to return (up 1o 300): [300 |

EmplID: [oegmswtn =] |
Empl Record: F =
Hame T
Last Name: [oegmswtn =l |
Second Last Name: [oegmswitn =l |
Alternate Character Name:[beginswith =@ |
Middle Name: [beginswitn ][ |
A T

I~ include History T CorrectHistory I Case Sensitive

Search Clear |Basic Search [ Save Search Criteria
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Step

Action

Enter the desired information into the Empl ID field. Enter "10000280299".

Click the Search button.

Update the Effective Date field if necessary.

Click the Add a new row button.

Click the Action list.

IHire jl

Click the Paid Leave of Absence list item.
[Paid Leave of Absence |

10.

Click the Reason list.

| |

11.

Select the appropriate Reason.

Click the Paid FMLA Use Accrued Time list item.
[Paid FMLA Use Accrued Time |

12.

Click the Save button.

13.

End of Procedure.
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Entering a Return from Paid Leave

Procedure

ing registry content

‘windows Internet Explorer

JEETES]
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Fle Edt View Favorites Took Help

(& Employeefacing registry content

Favortes  Main Henu
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& Myshare B Find aPerson @ Find Incidents @ SPD Training €  SOTHR, ELM, and PORTAL
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| Workist | AddtoFsvortes | Sanout

Menu to get started
Highlights

Recently Used pages now
appear under the Favorites
menu, located at the top left

Breaderumbs visually display
your navigation path and give yeu
access to the contents of
subfolders

WMenu Search, located under the
lain Menu, now supports type
ahead which makes finding
pages much faster

Our menu has changed!

The menu s now located acrass the top of the page. Click on Main

central number: 317-234-7955

Effective Wednesday, May 18

All centralized agencies will be able to
utiize a new number for FWIL calls
answers to your Family Medical Leave
Act (FML) questions can be accessed
through ane phone number. No longer will
you need to search for the name of
someane to answier those FML questions

Pick up and dial State Personnel's FIML

At the close of business on Tuesday. May 17, the phone numbers of the SPD
FIL specialists will be disconnected and all calls will be routed to the new

FHL number: 317-234.7955

Having the ane phone number will allow SPD to provide enhanced customer

seniice with  single point of contact

Personalize Content | Layout ? Help
Top Menu Features Description = [important Information &

[open Enroliment Elections

There are curently no open benefits events to display.

pore

#sen| | G € IO Y

|| @ employee-facing reqi...

@ et
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FEECLR

Action

Click the Main Menu link.

Main Menu

Point to the Workforce Administration menu.

Point to the Job Information menu.

Click the Job Data link.

| E] Job Datz
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£ 10b Data - Windows Internet Explorer
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Job Data
Enter any information you have and dlick Search. Leave fields blank for a list of all values

Waximum number of raws to return (up 1o 300): 300

EmplID: [oegmswtn =] |
Empl Record: F =
ame T
Last Name: [oegmswtn =l |

Second Last Name: begins with 7]
Alternate Character Name: [begins with ]
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Step

Action

Enter the desired information into the Empl ID field. Enter "10000280299".

Click the Search button.

Update the Effective Date field if necessary.

Click the Add a new row button.

Click the Action list.
IF'aiu:I Leave of Absence jl

Click the Return from Leave list item.
[Return from Leave |

10.

Click the Reason list.

| |

11.

Select the appropriate Reason.

Click the Return from Paid Leave list item

12.

Click the Save button.

13.

End of Procedure.
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Disability
An eligible employee may receive short-term disability benefits for personal illness after completing a 30 day elimination
(waiting) period.

To record an employee's short-term disability status in Workforce Administration, the employee must have a Job Data
record entry to return them from the paid leave of absence or unpaid leave of absence status prior to the Job Data
record entry recording the short-term disability with pay status. The short-term disability status is for a six month period
(this includes the 30 day elimination period) and then an eligible employee would be moved to long-term disability

status.

To record an employee's long-term disability status in Workforce Administration, the employee must have a Job Data
record entry to return them from the short-term disability with pay status prior to the Job Data record entry recording
the long-term disability with pay status.

Proper effective dating and sequencing is critical when recording changes in an employee's leave of absence status.

Effective Dating

The Effective Date indicates when an action or event is in effect or valid. Each employee record is effective dated.
PeopleSoft is designed to automatically perform certain functions based on the Effective Date. Effective Dating provides a
mechanism for determining if a transaction is current, history, or future.

Some pages will display the word Current, History, or Future so you can always tell what type of transaction you are
viewing. Every action taken on an employee will have an effective date. Because we have been in production for multiple
fiscal years there may be more than one record associated with an employee. Future dated actions may be in the system
but PeopleSoft does not act on that information until the actual day of the effective date.

Current: Closest to but not exceeding today's date.
Future: Greater than today's date.
History: Prior to current date effective date.

Note: It is very important to use the correct date for new hires, rehires, and terminations as these dates impact
benefits and compensation.

Multiple Actions
It is necessary to use Effective Sequencing when more than one action occurs on the same Effective Date.

Example 1:
STEP 1: When an employee acquires a new dependent, the first entry (sequence 0) inserted into the Action/Reason fields
indicate the action of Paid Leave of Absence with a reason of (FML) Paid FMLA Use Accrued Time.

STEP 2: To enter a second event on the same effective date, click the Add A Row button to insert a new row. The second
entry (sequence 1) inserted into the Action/Reason fields indicate the action of Family Status Change with a reason of
(ACI) Acquire Dep Eff on Event Dt .

Example 2:
STEP 1: When an employee is promoted within their own agency, the first entry (sequence 0) inserted into the
Action/Reason fields indicate the action of Promotion with a reason of (PSA) Promotion - Same Agency.

STEP 2: To enter a second event on the same effective date, click the Add A Row button to insert a new row. The second
entry (sequence 1) inserted into the Action/Reason fields indicate the action of Pay Rate Change with a reason of (GSA)
General Salary Adjustment .
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Short Term Disability with Pay

Procedure

mplaye

ing registry content

‘windows Internet Explorer

JEETES]

G- e « Ela &l [Fe

l2l

Fle Edt View Favorites Took Help

i Favorkes |45 £ ELM 2 PSHR @) Oradle PeopleSoft Enterpris,.. € Myshare [ Finda Person &) Find Incidents € SPD Training € | SOLHR, ELH, and PORTAL .. | Suguested Stes =

& -

(& Employeefacing registry content

| workist |
FEVEJV(ES MEWVMEHU

) - Page sy~ Took+ @

AddoFavortes | Signout

Our menu has changed! Effective Wednesday, May 18
The menu s now located acrass the top of the page. Click on Main

All centralized agencies will be able to
Menu to get started

utiize a new number for FWIL calls
answers to your Family Medical Leave
Act (FML) questions can be accessed
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Breadcrumbs vieually display
your navigation path and give you
access to the contents of
subfolders Having the ane phone number will allow SPD to provide enhanced customer
senice with a single point of contact

Personalize Content | Layout ? Help
Top Menu Features Description = [important Information &
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pages much faster
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Action

Click the Main Menu link.
Main Menu

Point to the Workforce Administration menu.

Point to the Job Information menu.

Click the Job Data link.
| E] Job Datz
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Job Data

Enter any information you have and dlick Search. Leave fields blank for a list of all values.

[ Findan Buistng vaive |
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Step

Action

Enter the desired information into the Empl ID field. Enter "10000280299".

Click the Search button.

Update the Effective Date field if necessary.

Click the Add a new row button.

Click the Action list.
IF'aiu:I Leave of Absence j|

Click the Return from Leave list item.
[Return from Leave |

10.

Click the Reason list.

| |

11.

Select the appropriate Reason.

Click the Return from Paid Leave list item.

12.

Click the Add a new row button.

13.

Enter the desired information into the Effective Sequence field. Enter "1".

14.

Click the Action list.
|Return from Leave j|
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Step

Actio

n

15.

Click

the Short Term Disability with Pay list item.

[Shaort

Term Disability with Fay |

16.

Click

the Reason list.

=

17.

Click

the Short Term Disability With Pay list item.

ort Term Di

18.

Click

the Save button.

19.

End of Procedure.

Long Term Disability with Pay

Procedure

/2 Employee-facing registry content - Windows Internet Explorer
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access to the contents of
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Step

Action

Click the Main Menu link.
Main Menu

Point to the Workforce Administration menu.

Point to the Job Information menu.
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Step

Action

Click the Job Data link.
| [E] Job Datz

{2 Job Data - Windows Internet Explarer RS
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Home | Workist | AddtoFavories | Signout
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Job Data
Enter any information you have and dlick Search. Leave fields blank for a list of all values

Waximum number of raws to return (up o 300): [200

EmplID: [oegmswitn =l |

Empl Record: =

Name: begins with ] |

Last Name: Degine with =] |

Second Last Name: begins with ] |

Alternate Character with =] [

Micidle Name: [begmewtn=][ |

Hational ID: [oegnswitn =[]
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Search h Crit
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Bset] |© @@ 2O Y |[Eoboata wmdons 1 GO sazem

Step

Action

Enter the desired information into the Empl ID field. Enter "10000272287".

Click the Search button.

Update the Effective Date field if necessary.

Click the Add a new row button.

Click the Action list.
| Short Term Disability with Pay |

Click the Return from Disability list item.
[Return from Disability |

10.

Click the Reason list.

| |

11.

Click the Return From Disability list item

12.

Click the Add a new row button.
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Step Action

13. Enter the desired information into the Effective Sequence field. Enter "1".
14. Click the Action list.
|Return fram Disakility j|
15. Click the Long Term Disability with Pay list item.
[Long Term Disability with Pay |
16. Click the Reason list.
17. C|ICk the Long Term Dlsablllty With Pay list |tem.

18. Click the Save button.

19.
End of Procedure.

Updating Personal Information

Personal information changes most often occur to a person's Biographical Information or Emergency Contact
Information.

- Biographical information includes items such as name, marital status, address, phone, etc. Name, marital status, and
education status changes REQUIRE legal documentation before the change can be entered into the system.

- Emergency contacts are individuals identified by the worker to be contacted if the worker has a personal emergency
while on the job.

Updating Personal Information

Procedure

T (@ mkemet [

Biset] |- @A IO YH  [Eow
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Step

Action

Click the Main Menu link.
MainvMenu

Point to the Workforce Administration menu.

Point to the Personal Information menu.

Click the Modify a Person link.
| | Modify a Person

{2 Modify a Person - Windows Internet Explorer —1Elx]
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Personal Information

Enter any information you have and dlick Search. Leave fields blank for a list of all values

.’ Find an Bxisting Val ..‘ Add a New Value

Waximum number of rows to return (up 1o 300): [300 |

EmplID: [oegmswtn®l| |
ame: T (—
Last Name: [oegnswitn =[]
Second Last Name: [cegmswtn =l |
Alternate Character Name:[pegnswin = ||
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Step

Action

Enter the desired information into the Empl ID field. Enter "10000280299".

Click the Search button.

Click the Add a new row button.

Update the Effective Date field if necessary.

Click the Edit Name button.
Edit Mame

Enter the desired information into the Middle Name field. Enter "Michael".

10.

Click the OK button.
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Step

Action

11.

Click the Add a new row button.

12.

Update the Effective Date field of necessary.

Click the Marital Status list.

| LInknown j|

13.

Click the Married list item.
[Married |

14.

Enter the desired information into the As of field. Enter "09/22/2011",

15.

Click the Contact Information tab.

| contact Information

16.

Click the View Address Detail link.

View Address Detail

17.

Click the Add a new row button.

|

hr318/EMPLOYEE[HRIIsfc/ADMIMISTER,_WORKFORCE_(GBL) PERSONAL_DATA.GBLeFoderpath=rporTAL ROOT_oBaecT.e z]| & |[#2 | x| [Eang [2]-]

£ PSHR &) Oradle PeopleSoft Enterpris... & | Myshere [ Find aPerson | Find Incidents £ 5PD Training & | SOTHR, ELM, and PORTAL ... 4 Suaaesied Stes

K v B L e Pager Safety v Tods+ @ 7

Home | Workist | AddtoFavortes | Signout

Favgrites | Man Menu » WWorkforce Adminstration > Personal Information > Modify a Person
&0 NewWindow ? Help [ Customize Page B nttp

[Address History

Address Type: Home
Address History Find First 1 42 082 [ Last
“Effective Date: 09222011 [H pggress: 1235t EE
= Indianapolis, IN 45250
Country: Ush @ Warion
“status: A Q
Add Address
Effective Date: 0012212011 Address: 1235t FHE
Indianapolis, IN 46250
Country: Usa Marion
status:
oK Cancel | Refresh

[ B = 7 [Fa~ [Riwon -
PO 2a9pm

pore
#sn| | BEIOYE |

Step

Action

18.

Change the Effective Date field if necesary.

Click the Add Address link.

Add Address
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{ZModify a Person - Windows Internet Explorer —1&]x]

)= [e] g _WORKFORCE_(GBL).PERSONAL_DATA, GBLeFolderpath=pOrTAL RooT_omecT. e 2| £ |[#2 ][] [ ong £l

Fle Edt View Favorites Took Help

s Favorkes | £ ELM 2 PSHR @) Oradle PeopleSoft Enterpris,.. € Myshare [ Find a Person ) Find Incidents @) SPD Training € | SOLHR, ELH, and PORTAL .. | Suguested Stes =

(@ vodify a Person %) - B - ) o - Page~ sdfetyv Took- @+ 7

Home | Workist | _Adatoravortes | Signout

Favorites  Main enu > Workforce Adminstration > Personal Information > Modify a Person

EDNewWindow ? Help [& Customize Page B hitp

Edit Address

Country United States

Address1: (2121 1ain &

Address2: |

nddress3: |

city: Indianapolis state; [N Q |ngiana

Postal 46250
County: Warion

oK Gancel

oore o o e - [~ [Rion =

@san| | B EHOY || & Modity a person - win... P9 z40rm

Step Action

19. Edit the address as required.

Enter the desired information into the Address 2 field. Enter "Apt B".

20. Click the OK button.
QK

21. Click the OK button.
OK

22, Add rows or edit the telephone and email information as appropriate.

Click the Regional tab.
Eegional

23. Verify that the Ethnic Group field is correct. Click the look up button to make a change, if necessary.

Click the Save button.
B save

24.
End of Procedure.

Updating Emergency Contact Information

Procedure

Note: Employees can also update emergency contacts in PeopleSoft Self Service.

Last Update October 18,2011 Page 59




£Z Employee-facing registry content - Windows Internet Explorer

|
[€ISkdE) - EEIEER e (8]
File Edit ‘View Favorites Tools Help
i Favorkes |45 £ ELM 2 PSHR @) Oradle PeopleSoft Enterpris,.. € Myshare [ Finda Person &) Find Incidents € SPD Training € | SOLHR, ELH, and PORTAL .. | Suguested Stes =
(& Employeefacing registry content 3 - B - 0 v Page Sefetyv Tk~ @ T
| Workist | AddtoFsvortes | Sanout
FEVEJVKES MEWVMEHU
Personalize Content | Layout ? Help
Top Menu Features Description = [important Information &
Our menu has changed! Effective Wednesday, May 18
The menu is now lacated across the top of the page. Click on Main Al centralized agencies will be able to
Henuto get started tilize a new number for FIL calls
answers to your Family Medical Leave
Highlights Act (FIAL) questions can be accessed
through one phone number. No longer will
Recently Used pages nor you need to search for the name of
appear under the Favorites someone to answer those FIL questions
menu, located at the top lef
Pick up and dial State Personnel's FIL
central number: 317-234-7955
At the close of business on Tussday. May 17. the phone numbar of the SPD
Breaderumbs visually display FIML specialsts vl be discannected and all calls will be routed to the new
your navigation path and give you FHL number: 317-234.7955
access to the contents of
subfolders Having the one phone number will allow SPD to provide snhanced customer
senice with a single point of contact
WMenu Search, located under the [Eoen ErEliraE e
iain Manu. now supports type
ahead which makes finding
h fast
pages much faster There are currently no open benefits events to display.
== T @ [~ [Rmw -
Wset] [0 @ € 20 ¥ & |[@cmwlores-taanaren @0 zaapm

Action

Click the Main Menu link.
[ [Menu

Point to the Workforce Administration menu.

Point to the Personal Information menu.

Point to the Personal Relationships menu.

OBl wW|IN

Click the Emergency Contact link.
| [=] Emergency Contact
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{2 Emergency Contact - Windows Internet Explorer —1Elx]|

@:‘/ - &) o _WORKFORCE (GEL).EVERGENCY _CONTACT.GeL7Faderpath=rorTaL_roor_0sae 7| & | (42| [ eng -
Fle Edt Vew Favoes Todk Hep
s Favorkes | £ ELM £ PSHR @) Oracle PeopleSoft Enterpris,.. € Myshare [ Find a Person & Find Incidents @) SPD Training € | SOLHR, ELH, and PORTAL .. | Suguested Stes =

& Emergeny Cortect B - B - O - Pagee seery- Tk @ 7

Home | Workist | _Adatoravortes | Signout

Favorites  Main flenu > \Workforce Adminstration > Personal formation > Personal Relationships > Emergency Contact

Enewwingon 2 Help B p
Emergency Contact

Enter any information you have and dlick Search. Leave fields blank for a list of all values.

[ Findan BxstingValue |

Waximum number of rows to return (up 1o 300): [300 |

EmplID: [oegmswtn =l |
Name: [oegnswmn=] [ |
Last Name: T

Second Last Name: begins with =]
Alternate Character Name: [begins with 7|

Widdle Name: begins with 7|
National ID: begins with 7|
I~ case sensitive
Seareh || Clear|Basic Search [E) Save Search Criteria
one T [ e [~ R =

JO z44Pm

dser] | L@ E IO YR

Step

Action

Enter the desired information into the Empl ID field. Enter "10000280299".

Click the Search button.

Enter the desired information into the Contact Name field. Enter "Mary Christmas".

Click the Relationship to Employee list.

| Other |

10.

Click the Spouse list item.
[Spouse |

11.

Click the Primary Contact option.
| Primary Contac

12.

Click the Edit Address button.

Edit Address

13.

Enter the desired information into the Address 1 field. Enter "2121 Main St".

14.

Enter the desired information into the Address 2 field. Enter "Apt B".

15.

Enter the desired information into the City field. Enter "Indianapolis”.

16.

Enter the desired information into the State field. Enter "IN".

17.

Enter the desired information into the Postal field. Enter "46201".

18.

Enter the desired information into the County field. Enter "Marion".

19.

Click the OK button.
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Step Action

20. Enter the desired information into the Phone field. Enter "317-555-1212".

21. Click the Other Phone Numbers tab.

| other Phone Mumbers

22. RESHOOT THIS SCREEN TO GET ACTION TO LAND IN CORRECT PLACE.

Click the Mobile list item.

23. Enter the desired information into the Phone field. Enter "317-555-2345",

24, Click the Save button.

25.
End of Procedure.

Contingent (Contract) Worker

Add Contingent (Contract) Worker

Procedure

registry content - Windows Internet Explorer. 15[ x]|
a e L8 &l ][] [Sen. 2R
File  Edt View Favorites Tools  Help
i Favorkes |4 2 ELM £ PSHR 2] Orade PeopleSoft Enterpris... £ Myshare [ Find a Person 2] Find Incidents 2] SPD Training £ | SOLHR, ELI, and PORTAL ... 2 | Sugaected Stes =
(8 Envployee-Facig registry content J vl v g v Pager Safety Toosv @ 7
tome | Workist | AddtoFavortes | Signout
Favgriies | Main Menu
Personalize Content | Layout ? Help
Top Menu Features Description = [important information &
Our menu has changed! Effective Wednesday, May 18
The menu is now located across the top of the page. Click on Main All centralized agencies wil be zble to
Menu to get started utiize a new number for FMIL calls
answers to your Family& Medical Leave
Highlights Act (FIL) questions can be accessed
through one phone number.  No longer will
Recently Used pages now you need to search for the name of
appear under the Favorites omeone to ansvier those FIL questions
menu, located at the top left
Pick up and dial State Personnel's FIL
central number: 317-234.7955
At the close of business on Tuesday. May 17, the phone numbers of the SPD
Breadcrumbs isually display FML specialists will be disconnected and all calls will be routed to the new
your navigation path and give you FML number: 317-234-7955
access to the contents of
subfolders Having the ane phone number wil allow SPD to provide enhanced customer
senice with a single point of contact
Menu Search, located under the [Open Enrollment Elections
Main Menu, now supports type
ahead which makes finding
ages much faster
peg There are currently no open benefits events to display.
|
™ T @ - R+
distat| | o (@ & J© Y E [ employee-faci @ TD 2uapm
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Step

Action

Click the Main Menu link.
Main Menu

Point to the Workforce Administration menu.

Point to the Personal Information menu.

Click the Add a Person link.
| | Add a Person

/5 Add a Person - Windows Internet Explorer I
) = [ ntsilcervst o i govisol 5 LealEMPLOVEE iV ADIINISTER_WORY=ORCE {(GELY PERSONAL_DAT#_ACD. G Falderpath-rorT_koor_cee ]| 8 (4 (x| [&ens £~

Flo Edt Vew Favortes Tools Help

i Favorkes |45 2 ELM £ PSHR ) Orads PeopleSoft Enterpris... € Myshare B Finda Person 2] Find Incidents 2 SPD Training 2 | SOLHR, ELI, and PORTAL ... | Sugaested Stes =

(& tdd a Person 23 v B - e v Pagev Safetyv Tookv @ 7

Home | Workist | Add toFavortes | Signout

Favogtes | Main Menu » WWorkorce Administration » Persanal Information »  Add a Person
ENewWindow ? Help [& Customize Page B http
Add a Person

Personip:  [NEW

Search for Matching Persons

e T [@meme [ [Ruos + )

Beet] |- @@ IO Y [[@ »edarerson-windo- 2 TD 2usem

Step

Action

Click the Add Person button.

Add Person

Click the Add Name button.
Add Mame

Enter the desired information into the Birth Location field. Enter "Richard".

Enter the desired information into the Middle Name field. Enter "A.".

Enter the desired information into the Last Name field. Enter "Roe".

10.

Click the OK button.

]
-
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Step Action

11. While Unknown is an available choice, you must select either Female or Male.
Click the Gender list.
l Unknown j|

12. Click the Male list item.
‘Male i

13. Click the National 1D Type list.
lE-:l::iaI Security Mumber jl

14. Click the Driver's License Number list item.
|Criver's License Number |

15. Enter the desired information into the National ID field. Enter "11223344",

16. Click the Contact Information tab.

contact Information

17. Click the Add a new row button.

18. Click the Address Type list.

19. Click the Business list item.

20. %:k the Delete row button.

21. Click the OK button.

22. Click the Add Address Detail link.
ladd Address Detail|

23. Click the Add Address link.

24, When making corrections to the employee's address, use the correct postal abbreviations. Do not use
punctuation (ex: periods after abbreviations).
To view a list of address abbreviations, go to https://www.usps.com/ship/official-abbreviations.htm.
Enter the desired information into the Address 1 field. Enter "100 N. Senate".

25. Enter the desired information into the City field. Enter "Indianapolis".

26. Enter the desired information into the State field. Enter "IN".

27. Enter the desired information into the Postal field. Enter "46204".

28. Always confirm/enter the contractor's county.
Enter the desired information into the County field. Enter "Marion".

29. Click the OK button.
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Step

Action

30. Click the OK button.
31. Click the Phone Type list.
32. Click the Business list item.
|Business |
33. Enter the desired information into the Telephone field. Enter "317-232-8000".
34. Click the Preferred option.
35. Click the Email Type list.
36. Click the Business list item.
[Business |
37. Enter the desired information into the Email Address field. Enter "rroe@agency.in.gov".
38. Click the Preferred option.
39. Click the Organizational Relationships tab.
Qrganizational Relationships
40. Click the Contingent Worker option.
||- Contingent Wl:rrkeﬂ
41, Click the Add Relationship button.
| Add Relationship |
42. The Empl ID number is now available.
The Action field will default to Add Contingent Worker.
Click the Reason list.
43. Click the Non-Emp Training list item.
[Mon-Emp Training |
44, Click the Look up Business Unit button.
45, Enter the desired information into the Business Unit field. Enter "00070".
46. Click the Look Up button.
47, Click the State Personnel Department link.
[State Personnel Department
48. Click the Look up Department button.

=
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Step Action
49. Enter the desired information into the Description field. Enter "spd".
50. Click the Look Up button.
51. Click the scrollbar.
52. Click the SPD - Communications link.

[3PD - Communications]
53. Click the Job Information tab.

Job Information
54, Click the Look up Job Code button.
55. Enter the desired information into the Description field. Enter "non".
56. Click the Look Up button.
57. Click the Non-Employee link.
58. Click the Payroll tab.
Payrall

59. Click the Payroll System list.

|F':3,-r-3|l for Marth America j|
60. Click the Other list item.

|Cther |
61. Click the OK button.
62.

End of Procedure.

Appendixes

Appendix A: Modify/Approve/Deny a Job Opening Job Aid

Step

Action

Click the Main Menu button.
Main Menu

Point to the Recruiting menu.
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Step

Action

Click the Pending Approvals link.
| | Pending Approvals |

Click on the job title link you wish to approve.

Click the Job Approval: Security Officer 4 Seasonal link.
[Job Approval Security Officer 4 Seasonal |

The supervisor can modify the job posting by selecting any of the tabs at the top and edit the fields as
needed.

Click the Approvals tab.

The supervisor can approve or deny the job posting at this stage by selecting the appropriate button.

Click the Approve button.
Approve

Press the left mouse button over the scrollbar and drag the scrollbar to the bottom of the page.

Click the scrollbar.

Click the Save link.

End of procedure
End of Procedure.

Appendix B: Demotion in Manage Hires Job Aid

Step

Action

Click the Main Menu link.
Main Menu

Point to the Workforce Administration menu.

Point to the Personal Information menu.

Click the Manage Hires link.
| | Manage Hires |

Adjust the From and To fields to reflect the desired time frame.

Enter the desired information into the From field. Enter a valid value e.g. "05/22/2011".

Click the Refresh button.
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Step

Action

Clicking the column heading will sort the names in alphabetical order.

Click the Name column header.
Name

Locate the name in the list.

Iick the scrollbar.

Click the Name link.

Click the scrollbar.

Click the View / Edit Person link.
[iew / Edit Persor]

If the employee is being demoted to a position within the same agency, add rows only if the personal
data has changed.

If the employee is being demoted to a position from a different agency - with a different benefit plan
(example: DOC to ISP) add a row to each area of personal data and enter the Effective Date of the
transfer.

Click the Contact Information tab.
contact Information

Add rows to update the employee's address, telephone and email addresses if necessary.

Click the Regional tab.
Regional

Confirm that the Ethnic Group field is entered correctly. Click the Ethnic Group look up button to
change this value if necessary.

In this example, no information was changed.
Click the Cancel button.

Cancel

Click the Add Job button.

Add Job

The Action field will automatically populate to Transfer.

Click the Reason list.

| (nvalid value) j|

Click the Demotion Same Agency list item.
[Demotion Same Agency |

Click the Job Information tab.
Job Information

Last Update October 18,2011 Page 68




Step Action

Review the information on this screen for accuracy.

Click the Job Labor tab.
Job Labar

Review the Union Seniority Date field to ensure that the field reflects the employee's original date of
hire/rehire.

Click the Payroll tab.
Payroll

Verify that the Pay Group field populated correctly.

Click the Compensation tab.
Compensation

Adjust the biweekly compensation rate if necessary.

Click the Calculate Compensation button.
| Calculate Compensation

Click the Employment Data link.

Employment Data

Change the Probation Date if necessary.

Click the Benefits Program Participation link.
[Benefits Proaram Participation]

If necessary, update the BAS Group ID.

Click the Look up BAS Group ID button.

Click the RGL1 link.
Ri1

Click the OK button.

End of Procedure.

Appendix C: Entering a Family Status Change Job Aid

Step Action

Click the Main Menu link.
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Step

Action

Point to the Workforce Administration menu.

Point to the Job Information menu.

Click the Job Data link.
| | Job Data |

Enter the desired information into the Empl 1D field. Enter a valid value e.g. "10000280299".

Click the Search button.

Update the Effective Date field if necessary.

Click the Add a new row button.

Click the Action list.

IHirE j|

Click the Family Status Change list item.
[Family Status Change |

Click the Emp Marriage Eff on Event Dt list item.

As a result of a marriage, divorce or death of a spouse, the employee's personal data may require
modification. In this example, the employee has submitted a family status change due to marriage,
which may require the user to update the employee's last name and marital status.

See the Updating Personal Information procedure.

Click the Save button.

End of Procedure.

Appendix D: Entering a Paid Leave of Absence Job Aid

Step

Action

Click the Main Menu link.

Point to the Workforce Administration menu.

Point to the Job Information menu.

Click the Job Data link.
| | Job Data
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Step

Action

Enter the desired information into the Empl ID field. Enter a valid value e.g. "10000280299".

Click the Search button.

Update the Effective Date field if necessary.

Click the Add a new row button.

Click the Action list.

lHirE jl

Click the Paid Leave of Absence list item.
|Paid Leave of Absence |

Click the Reason list.

| |

Select the appropriate Reason.

Click the Paid FMLA Use Accrued Time list item.
[Paid FMLA Use Accrued Time |

Click the Save button.

End of Procedure.

Appendix E: Entering a Pay Rate Change Job Aid

Step

Action

Click the Main Menu link.

[Main vMenu

Point to the Workforce Administration menu.

Point to the Job Information menu.

Click the Job Data link.
| |=]| Job Data |

Enter the desired information into the Empl 1D field. Enter a valid value e.g. "10000280299".

Click the Search button.

Click the Add a new row button.
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Step Action

Update the Effective Date field if necessary.

Click the Action list.

lHirE jl

Click the Pay Rate Change list item.
|Pay Rate Change |

Click the Reason list.

I |

Select the appropriate Reason.

Click the Adjustment - No Job Change list item.
|Adjustment - Mo Job Change |

Click the Compensation tab.
Compensation

Enter the desired information into the Comp Rate field. Enter a valid value e.g. "1301".

Click the Calculate Compensation button.
| Calculate Compensation

Click the Save button.

End of Procedure.

Appendix F: Entering a Return from Paid Leave Job Aid

Step Action

Click the Main Menu link.
Main Menu

Point to the Workforce Administration menu.

Point to the Job Information menu.

Click the Job Data link.
| [=] Job Data |

Enter the desired information into the Empl 1D field. Enter a valid value e.g. "10000280299".

Click the Search button.
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Step

Action

Update the Effective Date field if necessary.

Click the Add a new row button.

Click the Action list.
|F':3id Leave of Absence j|

Click the Return from Leave list item.
|Return from Leave |

Click the Reason list.

| |

Select the appropriate Reason.

Click the Return from Paid Leave list item.

R ave

Click the Save button.

End of Procedure.

Appendix G: Entering a Suspension Job Aid

Step

Action

Click the Main Menu link.
Main Menu

Point to the Workforce Administration menu.

Point to the Job Information menu.

Click the Job Data link.
| |=] Job Data |

Enter the desired information into the Empl ID field. Enter a valid value e.g. *10000280299".

Click the Search button.

Change the Effective Date field if necessary.

Click the Add a new row button.
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Step

Action

Click the Action list.

|Hire j|

Click the Suspension list item.
|Suspension |

Click the Disciplinary Action list item.
[Disciplinary Action |

Click the Save button.

End of Procedure.

Appendix H: Entering a Termination Job Aid

Step

Action

Click the Main Menu link.
Main Menu

Point to the Workforce Administration menu.

Point to the Job Information menu.

Click the Job Data link.
| |=] Job Data |

Enter the desired information into the Empl 1D field. Enter a valid value e.g. "10000280299".

Click the Search button.

Update the Effective Date field if necessary.

Click the Add a new row button.

Click the Action list.

lHirE j|

If the employee is retiring, use the Retirement Action and Reason (not Termination).

Click the Reason list.

| |
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Step

Action

Select the appropriate Reason from the list.

Click the Dismiss (NEFR) list item.
|Dismiss (MEFR) |

Click the Save button.

End of Procedure.

Appendix I

Entering a Unpaid Leave of Absence Job Aid

Step

Action

Click the Main Menu link.

Main Menu

Point to the Workforce Administration menu.

Point to the Job Information menu.

Click the Job Data link.
| |=] Job Data |

Enter the desired information into the Empl ID field. Enter a valid value e.g. "10000272287".

Click the Search button.

Update the Effective Date field if necessary.

Click the Add a new row button.

Click the Action list.
lData Change j|

Click the Leave of Absence list item.
|Leave of Absence |

Click the Reason list.

| |

Select the appropriate Reason.

Click the Personal list item.
|Personal

Click the Save button.
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Step

Action

End of Procedure.

Appendix J: Entering Permanent Status Job Aid

Step

Action

Click the Main Menu link.

Point to the Workforce Administration menu.

Point to the Job Information menu.

Click the Job Data link.
| [=] Job Data |

Enter the desired information into the Empl 1D field. Enter a valid value e.g. "10000280299".

Click the Search button.

Update the Effective Date field if necessary.

Click the Add a new row button.

Click the Data Change list item.
|Data Change |

Click the Reason list.

| |

Select the appropriate Reason (Completed Working Test/Extended Working Test) from the drop-
down list.

Click the Completed Working Test list item.
|C-3|11|Jleted Warking Test

Click the Job Information tab.
Job Infarmation

Click the Empl Class list.

JorigwT |
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Step

Action

Select the appropriate employee class (Perm Stat, XOrig WT or XPromo WT) from the list of values.
If extending the working test, be sure to change the probation date as appropriate.

Click the Perm Stat list item.
|[Perm Stat |

Click the Save button.

End of Procedure.

Appendix K: Long Term Disability with Pay Job Aid

Step

Action

Click the Main Menu link.
MainvMenu

Point to the Workforce Administration menu.

Point to the Job Information menu.

Click the Job Data link.
| [=] Job Data |

Enter the desired information into the Empl 1D field. Enter a valid value e.g. "10000272287".

Click the Search button.

Update the Effective Date field if necessary.

Click the Add a new row button.

Click the Action list.
| Short Term Disability with Pay j|

Click the Return from Disability list item.
[Return from Disability |

Click the Reason list.

| |

Cllck the Return From Disability list item.

Click the Add a new row button.
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Step

Action

Enter the desired information into the Effective Sequence field. Enter a valid value e.g. "1".

Click the Action list.
|Return fram Dizahility j|

Click the Long Term Disability with Pay list item.
|Lonag Term Disability with Pay |

Click the Reason list.

| |

Click the Long Term Disability With Pay list item.
‘Long Term Disability With Pay

Click the Save button.

End of Procedure.

Appendix L: New Hire (Direct) Job Aid

Step

Action

Click the Main Menu link.
MainvMenu

Point to the Workforce Administration menu.

Point to the Personal Information menu.

Click the Add a Person link.
| |=| Adda Person

Click the Add Person button.

Click the Add Name button.

The employee's name entered into PeopleSoft must match what is shown on their Social Security card.

Enter the desired information into the First Name field. Enter a valid value e.g. "John".

Enter the desired information into the Middle Name field. Enter a valid value e.g. "Q.".

Enter the desired information into the Last Name field. Enter a valid value e.g. "Doe".

Click the OK button.

Enter the desired information into the Date of Birth field. Enter a valid value e.g. "01/01/1976".

Last Update October 18,2011 Page 78




Step

Action

Click the Gender list.

| LInknown j|

While Unknown is an available choice, you must select either Female or Male.

Click the Male list item.

[Male |
Click the Highest Education Level list.
| A-Not Indicated =]

Click the I-Master's Level Degree list item.
[I-Masters Level Degree |

Click the Marital Status list.

| LInknown j|

Click the Single list item.
[ingle |

Enter the desired information into the National ID field. Enter a valid value e.g. "111-22-3333".

Click the Contact Information tab.
contact Information

Click the Add Address Detail link.
[tdd Address Detail

Click the Add Address link.

When making corrections to the employee's address, use the correct postal abbreviations. Do not use
punctuation (ex: periods after abbreviations).

To view a list of address abbreviations, go to https://www.usps.com/ship/official-abbreviations.htm.

Enter the desired information into the Address 1 field. Enter a valid value e.g. "1234 Elm St.".

Enter the desired information into the City field. Enter a valid value e.g. "Beech Grove".

Enter the desired information into the State field. Enter a valid value e.g. "IN".

Enter the desired information into the Postal field. Enter a valid value e.g. "46201".

Always confirm/enter the employee's county.

Enter the desired information into the County field. Enter a valid value e.g. "Marion".

Click the OK button.

Click the OK button.

Click the Phone Type list.

| =l
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Step

Action

Click the Home list item.
[Home |

Enter the desired information into the Telephone field. Enter a valid value e.g. "317-555-1212".

State Personnel will be utilizing home and business email addresses to contact employees in the future
regarding important events (i.e. Open Enrollment). Please be sure to collect an email address from as
many employees as possible.

Click the Email Type list.

| |

Click the Home list item.
[Home |

Enter the desired information into the Email Address field. Enter a valid value e.g. "jdoe@msn.com".

Click the Preferred option.

Click the Regional tab.
Regional

An employee's ethnic group is REQUIRED. If the ethnic group is not noted by the employee or the
employee refuses to give this information, use a visual observation to make the best selection. If the
Ethnic Group field is left as Unknown, EEO/AA reporting will be inaccurate.

Click the Look up Ethnic Group button.

Click the White link.

Click the Organizational Relationships tab.
Qrganizational Relationships

Click the Employee option.

" Employes

Click the Add Relationship button.
| Add Relationship

The Empl ID number is now available.
Confirm that the Effective Date field reflects the Effective Date of Hire.

Enter the desired information into the Effective Date field. Enter a valid value e.g. "09/26/2011".

The Action field will default to Hire.

Click the Reason list.

| |

Click the Replace Incumbent list item.
|Replace Incumbent |
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Step

Action

Enter the desired information into the Position Number field. Enter a valid value e.g. "100654".

Click the Program Coordinator 3 object.
[Program Coordinator 3 |

Pressing the Tab key on the keyboard causes much of the position data to populate.

Press [Tab].

Click the Job Information tab.
Job Infarmation

Click the Empl Class list.

I |

Select the designated status of the employee. The most common new hire statuses are:

Orig WT: Agencies with classified employees use this status to activate the six-month working test
probation period.

Quasi: Quasi agencies.
Appointed: Appointed positions.

Click the Orig WT list item.

‘Orig WT i

Click the Job Labor tab.
Job Labar

The Union Seniority Date field indicates the employee’s seniority date only. This field does not
indicate membership in a union.

This should be the employee's date of hire.

Enter the desired information into the Union Seniority Date field. Enter a valid value e.g. "09/26/2011".

Click the Payroll tab.
Payrall

Verify that the correct pay group defaults into the employee's record (example: PYA is Pay Group A
and PYB is Pay Group B).

Click the Compensation tab.
Compensation

If the employee’s starting salary is above the minimum of the hiring range, enter the adjusted
compensation rate into the Comp Rate field.

Enter the desired information into the Comp Rate field. Enter a valid value e.g. "2500".

Click the Calculate Compensation button.

Calculate Compensation
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Step

Action

Click the Employment Data link.

Employment Data

Confirm the Company Seniority Date and the Benefits Service Date fields are accurate. An inaccurate
Benefits Service Date may impact the availability of employee benefits.

Enter the employee's probation date into the Probation Date field. (The probation date is six months
from the date of hire) An inaccurate probation date may impact the availability of employee benefits.

Enter the desired information into the Probation Date field. Enter a valid value e.g. "03/26/2012".

Click the Benefits Program Participation link.
[Benefits Program Participation]|

Select the correct BAS Group ID. BAS is the Benefits Administration Selection schedule for the
agency.

Click the Look up BAS Group ID button.

=

Click the Regular Employees Group 1 link.
Eenular Ernployees Group 1]

Confirm that the Effective Date is correct and write the Empl ID number from the top of the screen on
the Personnel Payroll Action Form (PPAF form).

Click the OK button.

End of Procedure.

Appendix M: Promotion in Manage Hires Job Aid

Step

Action

Click the Main Menu link.
Main Menu

Point to the Workforce Administration menu.

Point to the Personal Information menu.

Click the Manage Hires link.
| |=| Manage Hires |

Adjust the From and To fields to reflect the desired time frame.

Enter the desired information into the From field. Enter a valid value e.g. "05/12/2011".
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Step

Action

Click the Refresh button.

Clicking the column heading will sort the names in alphabetical order.
Click the Name column header.
Hame

Locate the name in the list.

Click the scrollbar.

Click the Name link.
[Karen Dunbarj

If the employee is changing agencies, the Type of Hire field shows the value of Transfer.

Click the scrollbar.

Click the View / Edit Person link.
liew / Edit Person]

If the employee is being promoted to a new position within the same agency, add rows only if the
personal data has changed.

Add a row to update the Effective Date of the promotion as appropriate.

Click the Contact Information tab.
Caontact Infarmation

Add rows to update the employee's address, telephone and email addresses if necessary.

Click the Regional tab.
Regional

Confirm that the Ethnic Group field is entered correctly. Click the Ethnic Group look up button to
change this value if necessary.

In this example, no information was changed.
Click the Cancel button.

Cancel

Click the Add Job button.

Add Job

The Action field will automatically populate to Transfer.

Click the Reason list.

| (nvalid value) j|

Click the Promotion - Different Agency list item.
|F'r-3m-3ti-3n - Different Agency |
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Step

Action

Click the Job Information tab.
Job Information

Click the Empl Class list.

| Perm Stat j|

Click the Promo WT list item.
[Fromo WT |

Click the Job Labor tab.
Job Labar

Review the Union Seniority Date field to ensure that the field reflects the employee's original date of
hire/rehire.

Click the Payroll tab.
Payrall

Verify that the Pay Group field populated correctly.

Click the Compensation tab.
Compensation

Adjust the biweekly compensation rate if necessary.

Enter the desired information into the Comp Rate field. Enter a valid value e.g. "1800".

Click the Calculate Compensation button.
| Calculate Compensation

Click the Employment Data link.

Employment Data

If necessary, enter the new Probation Date.

Enter the desired information into the Catalog Item Abstract field. Enter a valid value e.g.
"03/22/2012".

Click the Benefits Program Participation link.
[Benefits Program Participation]|

If necessary, update the BAS Group ID.

Click the Look up BAS Group ID button.

=

Click the RG1 link.
RG1
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Step

Action

PROOF & VERIFY the information entered into the employee record!!!

Once arecord is saved, the record is there until the State Personnel Department's Data Entry corrects the
record. Inaccurate or missing information may impact employee benefits and could even possibly
terminate them.

Click the OK button.

End of Procedure.

Appendix N: Rehire in Manage Hires Job Aid

Step

Action

Click the Main Menu link.

Point to the Personal Information menu.

Click the Manage Hires link.
| |=| Manage Hires |

Adjust the From and To fields to reflect the correct time frame.

Enter the desired information into the From field. Enter a valid value e.g. "5/12/2011".

Click the Refresh button.

Click the Name link.
essica Wetzel

Confirm the following fields:
Type of Hire: Shows the option Rehire.
Desired Start Date: Indicates the Effective Date of Hire.

Employee ID Verified: If active, click this link to confirm there is not another Employee 1D number to
avoid duplication.

Click the scrollbar.

Click the Add Person button.
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Step Action

Verify the Effective Date field reflects the effective date of rehire.

If the employee's name is incorrect, you can click the Edit Name button to make those corrections. The
employee's name in PeopleSoft should match what is on their Social Security card.

Confirm that the Date of Birth, Gender, Marital Status, Highest Education Level and National 1D
fields are correct.

Click the Contact Information tab.
Caontact Infarmation

Information on the Contact Information tab must be effective dated with the employee's effective date
of hire. Remember to add rows to avoid overwriting employee history.

Click the Regional tab.
Regional

Verify that the employee's ethnic group is recorded. Click on the Ethnic Group look up button to find
and select the correct value.

Click the OK button.

Scroll to the bottom of the page.

Click the scrollbar.

Click the Add Job button.

Add Job

The Action field will default to Rehire.

Click the Reason list.

| (invalid value) j|

Click the Rehire - Replace list item.
|Rehire - Replace |

Click the Job Information tab.
Job Infarmation

Change the value of the Empl Class field if necessary.

Click the Job Labor tab.
Job Labar

The Union Seniority Date field will default to the employee's previous seniority date. This field is
required (by all agencies) or benefits may be affected.

Enter the most recent date of hire into this field.

Enter the desired information into the Union Seniority Date field. Enter a valid value e.g. "05/14/2011".
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Step

Action

Click the Payroll tab.
Payrall

Confirm that the Pay Group field defaulted correctly.

Click the Compensation tab.
Compensation

Adjust the biweekly compensation rate if necessary. If the employee is hourly, select the appropriate
value by clicking the Rate Code Magnifying Glass look up button.

Click the Calculate Compensation button.
| Calculate Compensation

Click the Employment Data link.

Employment Data

The Company Seniority Date is the equivalent of the accrual date. To change the Company Seniority
Date...

Click the Override option.

™ override

Enter the adjusted accrual date.
Note: for assistance with this field, contact your payroll Specialist at SPD.

Enter the desired information into the Company Seniority Date field. Enter a valid value e.g.
"05/14/2011".

Click the Override option.

™ Override

The Benefits Service Date field should reflect the effective date of rehire.

Enter the desired information into the Benefits Service Date field. Enter a valid value e.g.
"05/14/2011".

If appropriate, enter the correct date into the Probation Date field.

Click the Benefits Program Participation link.
[Benefits Program Participation]|

Enter the BAS Group ID into the BAS Group ID field.
Note: a list of BAS Group ID's can be found in the Benefits Manual Appendix.

Click the Look up BAS Group ID button.

=

Click the OFC link.
OF G
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Step Action

Click the OK button.

End of Procedure.

Appendix O: Request Electronic Personnel Action Form (PPAF) - Pay Rate Change
Job Aid

Step Action

Click the Main Menu link.

Point to the Workforce Administration menu.

Point to the PPAF menu.

Click the SOI PPAF Entry link.
| £ 501 PPAF Entry

Click the Add button.
Add

Enter the desired information into the Employee ID field. Enter a valid value e.g. "10000280299".

Clicking the Tab key on your keyboard will cause the employee’s information to populate onto the
screen.

Press [Tab].

Enter the desired information into the Effective Date field. Enter a valid value e.g. "09/26/2011".

Click the Look up Action button.

&

Click the Pay Rate Change link.
[Pay Rate Change|

Click the Look up Reason button.

=

Click the Adjustment - No Job Change link.
[adjustment - Mo Job Change]

Enter the desired information into the Rate field. Enter a valid value e.g. "1301".

Click the Submit button.

End of Procedure.
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Appendix P: Request Electronic Personnel Action Form (PPAF) Job Aid

Step

Action

Click the Main Menu link.

Point to the Workforce Administration menu.

Point to the PPAF menu.

Click the SOI PPAF Entry link.
| ] sol PPAF Entry

Click the Add button.
Add

Enter the desired information into the Employee ID field. Enter a valid value e.g. "10000280299".

Pressing the Tab key on your keyboard will cause all of the employee's information to populate.

Press [Tab].

Enter the desired information into the Effective Date field. Enter a valid value e.g. "09/23/2011".

Click the Look up Action button.

=

Click the Data Change link.

Click the Look up Reason button.

=

Click the Extended Working Test link.
Extended Waorking Test

Click the Submit button.

End of Procedure.
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Appendix Q: Short Term Disability with Pay Job Aid

Step

Action

Click the Main Menu link.

Point to the Workforce Administration menu.

Point to the Job Information menu.

Click the Job Data link.
| |=] Job Data |

Enter the desired information into the Empl ID field. Enter a valid value e.g. "10000280299".

Click the Search button.

Update the Effective Date field if necessary.

Click the Add a new row button.

Click the Action list.
|F':3id Leave of Absence j|

Click the Return from Leave list item.
[Return from Leave |

Click the Reason list.

I |

Select the appropriate Reason.

Click the Return from Paid Leave list item.

R ave
Click the Add a new row button.

Enter the desired information into the Effective Sequence field. Enter a valid value e.g. "1".

Click the Action list.
lﬁeturn from Leave j|

Click the Short Term Disability with Pay list item.
[Short Term Disability with Pay |
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Step Action
Click the Reason list.
| =
Click the S isability With Pay list item.

.................................................................................................. i

Click the Save button.

End of Procedure.

Appendix R: Transfer in Manage Hires Job Aid

Step

Action

Click the Main Menu button.

Point to the Workforce Administration menu.

Point to the Personal Information menu.

Click the Manage Hires link.
| |=| Manage Hires |

Adjust the From and To fields to reflect the desired time frame.

Click in the From field.

In this example, we will change the year to 2010.

Enter the desired information into the From field. Enter a valid value e.g. "10".

Click the Refresh button.

Clicking the column heading will sort the names in alphabetical order.

Click the Name column header.
Name

Locate the name in the list.

Iick the scrollbar.

Click the Name link.
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Step

Action

Click the scrollbar.

Click the View / Edit Person link.
[iew / Edit Persor]

If the employee is transferring positions within the same agency, add rows only if the personal data has
changed.

Click the Contact Information tab.
Caontact Infarmation

Add rows to update the employee's address, telephone and email addresses if necessary.

Click the Regional tab.
Eegional

Confirm that the Ethnic Group field is entered correctly. Click the Ethnic Group look up button to
change this value if necessary.

In this example, no information was changed.

Click the Cancel button.

Cancel

Click the Add Job button.

Add Job

The Action field is automatically populated.

Click the Reason list.

| (nvalid value) j|

Click the Lateral Transfer Same Agency list item.
|Latera| Transfer Same Agency |

Click the Job Information tab.
Job Infarmation

Click the Empl Class list.

I Ferm Stat j|

Click the Perm Stat list item.
[Perm Stat |

Click the Job Labor tab.
Job Labor

Review the Union Seniority Date field to ensure that the field reflects the employee's original date of
hire/rehire.

Click the Payroll tab.
Bayrall
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Step

Action

Verify that the Pay Group field populated correctly.

Click the Compensation tab.
Compensation

Adjust the biweekly compensation rate if necessary.

Click the Calculate Compensation button.
| Calculate Compensation

Click the Employment Data link.

Employment Data

If necessary, enter the new Probation Date.

Click the Benefits Program Participation link.
[Benefits Program Participation]|

If necessary, change the BAS Group ID.

Click the OK button.

End of Procedure.

Appendix S: Updating Emergency Contact Information Job Aid

Step

Action

Click the Main Menu link.
MainvMenu

Point to the Workforce Administration menu.

Point to the Personal Information menu.

Point to the Personal Relationships menu.

Click the Emergency Contact link.
|. | Emergency Contact |

Enter the desired information into the Empl 1D field. Enter a valid value e.g. "10000280299".

Click the Search button.

Enter the desired information into the Contact Name field. Enter a valid value e.g. "Mary Christmas".

Click the Relationship to Employee list.

| Other j|
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Step

Action

Click the Spouse list item.
[Spouse |

Click the Primary Contact option.
| Primary Contac

Click the Edit Address button.

Edit Address

Enter the desired information into the Address 1 field. Enter a valid value e.g. "2121 Main St".

Enter the desired information into the Address 2 field. Enter a valid value e.g. "Apt B".

Enter the desired information into the City field. Enter a valid value e.g. "Indianapolis".

Enter the desired information into the State field. Enter a valid value e.g. "IN".

Enter the desired information into the Postal field. Enter a valid value e.g. "46201".

Enter the desired information into the County field. Enter a valid value e.g. "Marion".

Click the OK button.

Enter the desired information into the Phone field. Enter a valid value e.g. "317-555-1212".

Click the Other Phone Numbers tab.
Other Phone Mumbers

RESHOOT THIS SCREEN TO GET ACTION TO LAND IN CORRECT PLACE.

Click the Mobile list item.

Enter the desired information into the Phone field. Enter a valid value e.g. "317-555-2345".

Click the Save button.

End of Procedure.

Appendix T: Updating Personal Information Job Aid

Step

Action

Click the Main Menu link.
Mainvrﬂenu

Point to the Workforce Administration menu.

Point to the Personal Information menu.
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Step

Action

Click the Modify a Person link.
| [=] Modify 3 Person |

Enter the desired information into the Empl 1D field. Enter a valid value e.g. "10000280299".

Click the Search button.

Click the Add a new row button.

Update the Effective Date field if necessary.

Click the Edit Name button.
Edit Mame

Enter the desired information into the Middle Name field. Enter a valid value e.g. "Michael".

Click the OK button.

Click the Add a new row button.

Update the Effective Date field of necessary.

Click the Marital Status list.

l Unknown j|

Click the Married list item.
[Married |

Enter the desired information into the As of field. Enter a valid value e.g. "09/22/2011".

Click the Contact Information tab.
Caontact Infarmation

Click the View Address Detail link.
[View Address Detaill

Click the Add a new row button.

Change the Effective Date field if necessary.

Click the Add Address link.

Edit the address as required.

Enter the desired information into the Address 2 field. Enter a valid value e.g. "Apt B".

Click the OK button.
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Step Action

Click the OK button.

Add rows or edit the telephone and email information as appropriate.

Click the Regional tab.
Eegional

Verify that the Ethnic Group field is correct. Click the look up button to make a change, if necessary.

Click the Save button.

End of Procedure.
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